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Important One-Write Plus Information 


Customer Registration Hotline: (800) 388-4697 (U.S.); (800) 463-4623 (Canada) 


If you have not registered and would like to receive technical support or be notified about 
the latest program enhancements and changes, please call Monday through Friday, 9:00 a.m. 
to 6:00 p.m. (EST). 


Your Access #: 


Technical Support Department: (603) 880-6200 (U.S.); (800) 463-4623 (Canada) 


If you have technical questions about the software, please check the (F1) On-line Help and 
this reference manual where many of your questions may be answered. If you need to speak 
with a technical support representative, please call Monday through Friday, 9 a.m. to 6 p.m. 
(EST), excluding holidays; and Wednesdays, when the hours are 11 a.m. to 6 p.m. 


Canadian Technical Support is available Monday through Friday, 8:00 a.m. to 5:00 p.m. 


For those who prefer a “pay-as-you-go” plan, you may call 1-900-226-7770 and have your 


support added directly to your phone bill for just $2.00 per minute (the first minute is free). 


For Support Plan Members: 
Your Support #: 


Your Bulletin Board Service #: 800-937-9951 
Speed—up to 38,400 bps; Settings—8N1 


Customer Service Department: (800) 882-5254 (U.S.); (800) 461-7572 (Canada) 


If you would like to place an order for a NEBS Software product or Support Plan, or need 
replacement disks, please call the Customer Service Department, Monday through Friday, 
9:00 a.m. to 6:00 p.m. (EST). 

Canadian Customer Service is available Monday through Friday, 8:00 a.m. to 8:30 p.m. 


Forms Sales: (800) 225-9550 (U.S.); (800) 461-7572 (Canada) 


NEBS Software, Inc. reserves the right to change hours, prices, and service policies. 


NEBS Software, Inc. is operated by a team of professionals who created and developed One- 
Write Plus in 1984. We take pride in our products and in having you as a customer. We 
welcome your input to further improve our products. If you have ideas, suggestions, or 
comments, please write to: 


NEBS Software, Inc. NEBS Business Forms Ltd. 
20 Industrial Park Drive 330 Cranston Crescent 
Nashua, NH 03062 Midland, ON L4R 4V9 
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One-Write Plus 4.0—User’s Guide 


Copyright © 1993 NEBS Software, Inc. 

All Rights Reserved 

This software and documentation is copyrighted. All rights reserved. No 
part of this manual or the products it describes may be reproduced, by any 
means or in any form, without prior written consent from NEBS Software, 
Inc. Printed in the United States of America. 


Hl DO NOT MAKE ILLEGAL | | 


COPIES OF THIS SOFTWARE 


The software you are using was produced through the 
efforts of many ae eal designers, artists, programmers, 
distributors, retailers, and other dedicated workers. 


The costs of developing this and other software programs 
are recovered through software sales. The unauthorized 
duplication of personal computer software raises the cost 
to all legitimate users. 


This software is protected by federal sopycets law. 


Copying software for any reason other to make a 
backup is a violation of law. Individuals who make 
unauthorized copies of software may be subject to civil and 
criminal penalties. 


NEBS Software, Inc. 


as amember of the Software Publisher’s Association (SPA), 
supports the industry’s effort to fight the illegal copying of 
personal computer software. 


Report copyright violations to: 
SPA, 1101 Connecticut Avenue NW. Suite 901 
Washington D.C. 20036 


One-Write Plus is a trademark of NEBS Software, Inc. 


IBM PC, and PC-DOS are registered trademarks of International Business 
Machines Corporation. 


MS-DOS is a registered trademark of Microsoft Corporation. 


DR-DOS is a registered trademark of Novell. 
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About this 
Manual 


Before You Begin 


Welcome to One-Write Plus—the easiest way for a small business to track and 
manage all aspects of its finances. One-Write Plus combines sophisticated PC 
technology with the familiar conventions of the “one-write” accounting system, 
the most widely-used method of accounting in the world. And, as your business 
grows, One-Write Plus can grow along with it. 


One-Write Plus is easy to use and it requires no special accounting or personal 
computer knowledge. Whether you are a secretary, a bookkeeper, an in-house 
accountant or a professional consultant, you will feel comfortable performing all 
of the day-to-day accounting operations with One-Write Plus. 
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The One-Write Plus User’s Guide is divided into the following chapters: 


Q Before You Begin 


Describes this manual, system requirements and specifications, the One-Write 
Plus product, working with a financial advisor, and navigation through the 
software via screens, keyboard, and mouse. 


Q Chapter 1: Getting Started 
Explains installation, and the process of setting up your company to start 
working in One-Write Plus as soon as possible. 

Q Chapter 2: Setup 


Steps you through defining company preferences; entering account, customer, 
vendor, employee, and payroll tax information; defining and setting up 
SuperTrack applications; specifying how you want your forms printed and 
what kind of printer(s) you will use; establishing system preferences such as 
the use of passwords. 


Q) Chapter 3: File 
Explains setting up a company; backing up and restoring data within One- 
Write Plus; compressing files and closing the year. 

(1 Chapter 4: Lists 


Describes adding to and modifying your various lists—Bank Accounts, 
General Ledger Chart of Accounts, Vendors, Customers, Employees, and 
SuperTrack. 
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Before You Begin 


Chapter 5: Entries 


Details entering all your business transactions—vendor purchases, credits, 
and payments, customer sales, credits, and receipts, employee paychecks— 
making your bank deposits and reconciling your accounts; creating budgets; 
and printing all your forms. 


Chapter 6: Reports 


Provides printing instructions and samples for all the reports generated by 
One-Write Plus. 


Chapter 7: Help 


Provides an overview to the on-line help system and glossary of accounting 
and computer terms; a startup checklist, and information about registration 
and support and other customer concerns. 


Appendices 


Discusses upgrading from previous versions (Appendix 1), kinds of memory 
and suggests ways to better manage the memory on your computer system 
(Appendix 2); alternate installations (Appendix 3); setting up passwords and 
password levels (Appendix 4), common questions and answers (Appendix 5), 
and Error Messages (Appendix 6). 


System 
Requirements 


System 
Specifications 


(Erg rrr an a NE I I TE SL 


One-Write Plus products require the following hardware and software to operate: 


) 
Q 
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An IBM or compatible computer. 
MS-DOS or PC-DOS version 3.3 or higher, or DR-DOS version 5.0 or higher. 


Note—If you elect to run One-Write Plus in the OS/2 environment, you must have a 
DOS partition on your hard drive. 


At least one hard disk drive and one floppy disk drive. 
A color or monochrome monitor. 

A DOS-compatible printer. 

640k RAM, at least 512k available. 


Hard disk space: a minimum of 5 MB for program files, plus 3 MB for each 
company. 


Note— If you elect to run the products in the Microsoft Windows 3.0 or 3.1 environment, 
then a minimum of 2MB of RAM is required with 512k of conventional RAM available. 
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One-Write Plus supports the following system maximums: 


General Specifications 


General Ledger Account Number length 4 or 6 digits 
Maximum transaction amount $9,999,999.99 
Maximum General Ledger account balance $999,999,999.99 
Charts of Accounts provided 14 

Number of accounting periods 4,12, or 13 per year 
Maximum General Journal entry size 100 lines 
Maximum Invoice size 25 lines 

Bank and Credit card accounts 15 
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Forms Printed 


Checks 
Receipts 
Invoices 
Credit memos 
Statements 
Paychecks 
W-2s 

1099s 

Labels 


File Capacity 


Number of Companies 

General Ledger Accounts 

Transactions in: 
Write Checks and Bills to Pay (combined) 
Record Receipts and Enter Sales (combined) 
Enter Paychecks 
Invoice Customers 

General Journal entries 

General Ledger entries 

Vendor Cards 

Customer Cards 

Employee Cards 

SuperTrack Cards (Total) 


99 
1000 


10,000 
10,000 
10,000 
500 
2,500 
1,000,000 
5,000 
5,000 
500 
5,000 


One-Write Plus 
Overview 
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One-Write Plus reproduces on your computer screen the familiar forms you use in 
your business everyday—checks, receipts and invoices. 


Every time you record a receipt or write a check, One-Write Plus notes your entry 
and automatically allocates it to, and records it in the proper journal. For example, 
when you enter a receipt, One-Write Plus automatically adds it to the checking 
account you specify and applies it to the proper income account. Each check that 
you write is automatically deducted from the checking account you specify and 
added to the proper expense account. 


Behind the scenes, One-Write Plus is performing complete double-entry 
accounting. You need not be concerned with debits and credits, however. One- 
Write Plus keeps track of them for you. 


When you save an entry, One-Write Plus automatically calculates your account 
balances and checks to see that your books are in balance. If your entry is not in 
balance, you are not allowed to save it. 


Since One-Write Plus continually calculates totals for every active account, your 
General Ledger is always up-to-date. One-Write Plus can produce more than a 
dozen critical journal and financial reports. In addition, the details of every 
financial transaction that you make are available for review until you compress 
(purge them from the system). 
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In One-Write Plus, you enter all your basic information on cards: 


These cards provide information 
for your transaction entries... 


and then, in turn, maintain records 
of your transactions in an easily 
accessible format. 


Your transaction entries also 
update your journals and your 
General Ledger... 
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generate a variety of important reports... 


create budgets for your business planning... 


The Kite Store 
Budget Worksheet 


Sslen = 1S 0D0.ON 1147S. LiL 
eet Furchomos © 1000.0 | aN 
— Sslreo «= Stn, 
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and print your checks, invoices, and 
statements in just a few simple steps. 
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Special features allow 

you to: 

* Monitor your cash 
flow position 


¢ Process discounts 


* Generate budgets 
for your income and 
expenses 


¢ Age receivables ona 
periodic basis (e.g., 
30, 60, 90-day) 


¢ Calculate sales tax, 
GST, and finance 
charges 
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One-Write Plus can be best visualized by understanding its major components: 


{1 Vendors—Purchases and Payments 


One-Write Plus keeps track of your vendor information on Vendor Cards. 
Every time you enter your purchase or payment transactions, your cards 
provide the data (name, address, etc.) for each of your regular vendors, 
streamlining your entry. 


One-Write Plus has full Accounts Payable functionality. You enter an invoice 
at the time of purchase, and apply the payment against it when you generate 
a check. . 


If you run a cash-basis system, you make only one entry —when funds are 
disbursed. 


One-Write Plus records the transactions you enter in your Payment Journal or 
Purchase Journal, and on your Vendor Cards, and at the same time updates 
your General Ledger. 


From your Vendor Cards and your sales entries, you can generate a number of 
important forms and reports: 


¢ Checks 

¢ Vendor Lists and Reports 

¢ Journal and Analysis Reports 

¢ Aged and Open Payables Reports 


Customers—Sales and Receipts 


One-Write Plus keeps track of your customer information on Customer Cards. 
Each time you enter sales or receipt transactions, your cards provide the data 
(name, address, etc.) for each of your regular customers, streamlining your 


entry. 
One-Write Plus has full Accounts Receivable functionality. You enter an 


invoice at the time of sale, and apply the receipt against it when your customer 
makes a payment. 


If you run a cash-basis system, you make only one entry —when funds are 
received. 


One-Write Plus records customer transactions in your Receipts Journal or 
Sales Journal, and on your Customer Cards, and at the same time updates your 
General Ledger. 


Canadian Users 


Please reference the 
One-Write Plus Cana- 
dian Payroll manual 
for this information. 


From your Customer Cards and your sales entries, you can generate a number 
of important forms and reports: 


¢ Detailed Invoices 

¢ Monthly Statements 

¢ Customer Lists and Reports 
¢ Journal and Analysis Reports 


¢ Aged and Open Receivables Reports 


Employees and Payroll 


One-Write Plus keeps track of your personnel information on Employee 
Cards. Each time you enter checks for your employees, these cards provide 
personnel information for the payroll calculations, while One-Write Plus 
automatically calculates federal, state, and local withholding taxes. 


One-Write Plus records payroll transactions in your Payroll Journal, and on 
your Employee Cards, and at the same time updates your General Ledger. 


From your Employee Cards and your payroll entries, all your vital forms and 
reports are generated: 


¢ Payroll Checks with detailed pay stubs 
e W-2and 1099 Forms (or diskettes for magnetic media) 


* Personnel Reports or Lists sorted by department, date of hire, date of birth, 
or other categories 


e Payroll Journal and Analysis Report 


¢ Tax Reports for any time period 


General Ledger 


One-Write Plus builds the foundation for your General Ledger with the Chart 
of Accounts you establish when you set up your company. Each time you enter 
a customer, vendor, or employee transaction, the amount of the transaction is 
posted to the General Ledger account(s) you specify. At the same time, One- 
Write Plus makes an offsetting entry to one of a number of control accounts. 


You can also make direct entries to the General Ledger—through the General 
Journal. 


From the General Ledger you can generate all your important financial 
statements and reports: 


e Balance Sheet 
e Income Statement 
e = Trial Balance 


¢ General Ledger Reports 
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Working with 
a Financial 
Advisor 


Before You Begin 


Q SuperTrack 


SuperTrack is a special feature in One-Write Plus that allows you to track 
additional aspects of your business not generally recorded by an accounting 
system. For example, you may want to track how many hours you spend ona 
certain project, or how many rental items you have on hand in your store. 


You can define up to three different types of SuperTrack Cards, changing the 
terminology on the cards to meet your exact needs. One-Write Plus provides a 
series of models that you can follow when you define your SuperTrack Cards. 
(See “SuperTrack Models” in the Help Index for more information.) 


You allocate amounts to your SuperTrack Cards at the same time you enter 
your vendor, customer, and employee transactions. And you can generate a 
variety of useful SuperTrack Reports. 


a 


One-Write Plus is designed to be easy to set up and use. To ensure a smooth 
ansition to your new accounting system, you must make some key decisions 
before setting up accounts and files and actually entering transactions. 


A financial advisor (an accountant or consultant) can provide valuable advice and 
assistance with many aspects of setting up and using One-Write Plus: 


Q During setup, by reviewing the Chart of Accounts, providing a starting Trial 
Balance, and suggesting cutoff dates and parallel run procedures; 


Q During operations, by helping to determine classifications for difficult 
transactions; and 


Q At month-end and year-end by reviewing and finalizing financial statements, 
preparing adjusting and memorized entries, and performing additional 
analysis with spreadsheets, graphics programs, and other advanced tools. 


We have found that One-Write Plus facilitates and enhances the traditional 
relationship between you and your financial advisor. You can now, through One- 
Write Plus, easily and safely perform all of your own bookkeeping tasks. This, 
then, frees your accountant or consultant to manage high-level tasks and advise 
you on ways of improving the financial performance of your business. 


One-Write Plus takes your daily transactions and transforms them into a balanced, 
double-entry format, organizes and summarizes them into neat, concise reports, 
and prepares draft financial statements. Your financial advisor can review these 
statements with you, recommend any necessary adjustments, and spend time 
consulting with you rather than actually compiling the data. This process results 
in you gaining more value from your accountant at a lower fee. 


The structure and design of One-Write Plus parallels the conventions used in the 
manual one-write system, thus, making conversion from a paper-based to a 
computer-based one-write system easy for both you and your accountant. 


Navigation 


I 
This section explains working and moving around in One-Write Plus: 

e How you use menus to access the various system functions 

e How you enter data and make selections on work screens 


e How you use your keyboard and mouse in One-Write Plus 


Conventions used in this manual 


Following are some styles that One-Write Plus manuals use to communicate more 
concisely the actions you need to take:. 


Select that action by clicking the button with your 
mouse, or typing the correct keystroke. Each button has 
an Alt-key equivalent. 


Choose 


Select Setup /Company / From the Setup Menu, select Company. From the 
Name & Address | eens Menu, select Name & Address. 
Press Alt-E Hold down the Alt key and press E. 


Using Menus 
You access all the functions of One-Write Plus from the Menu Screen. A Menu Bar 
across the top displays the titles of your principal pull-down menus, and a 


highlighted rectangle, called a cursor, always shows you where you are ona menu. 


Following is the One-Write Plus Menu Screen: 
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‘Menu Bar—Each 
title has a pull- 


Help Index down menu. 
Glossary of Terms 


Pull-down Menu— The highlighted 
Each option has a User Information >| option indicates 
highlighted letter, About One-Write Plus the selected one. 


This notation 
indicates a 
submenu. 
Explanation of One-Write Plus Help. 
You pull down a menu in one of the following ways: 
¢ By clicking on the title with your mouse. 
¢ By typing Alt + the highlighted letter in the title. 


° By moving the block cursor to the desired title with your arrow keys. 


You select an option from one of the pull-down menus in one of these ways: 
¢ By clicking on the selection with your mouse. 


¢ By typing the highlighted letter in the desired selection and pressing 
Enter. 


e By moving the cursor to the selection with your arrow keys and pressing 
Enter. 


Your menu selection may display a submenu of more specific tasks, or a screen 
where you enter or access information about your business. 


Working on Screens 


You will perform your work in One-Write Plus through a variety of “screens,” 
displays on your monitor that provide and prompt you for information. 


Illustrations and explanations of the screens you'll work on in One-Write Plus are 
provided throughout this manual. In this section, we've included a sample 
transaction screen. 


The Button Bar displays the active buttons. 
Invoke an action by clicking the appropriate 
button with your mouse, or pressing Alt + 
Click on this button to display the Find: dialog the highlighted letter. 
box. See “Find” on page 14 for more 
information. 


Write Checks 10/23/93 


The Scroll Bar lets you move 
through a list that won't fit on a 
screen. Click on the arrow at the 
top or the one at the bottom to 
move up and down the list one 
item at a time. Click in the 
shaded area to move one page at 
a time. 


Broun & Duncan, CPA 


Vendor ID: TLLIANS| Checking account 


Date Type Pay to the order of Description Check No Amount 
10/23/93 M  L.B. Williams, Inc. 3344 $ 3693.75 
345 Main Street 
Springfield, USA 55555 


1 }8393920328; 131033829392193840™ Signature 


1__l — Bank Balance > 


< SuperTrack > < Memorize > < Apply to Bills > < Distribute > 
Enter the Vendor ID for this check. Leave blank for cash transaction. 


The <Buttons> on this strip work the : 


—The Information Line displays same way as those on the Button Bar. 
instructions for performing the 


current action. 
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Type the entire field 
value to display an 
exact match; type the 
beginning of the 
field value and an as- 
terisk (*) to display 
the first possible 
match the system can 
make. 
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“Field” refers to the area on the screen which contains a specific piece of 
information. There are two basic kinds of fields: 


1 Entry fields are ones into which you enter information. Some fields already 
contain data, which we refer to as defaults. You accept a default by pressing 
Enter. You override a default by moving the cursor to that field and typing 
over the default. 


4 Display-only fields contain information that is either calculated by the 
system, or entered by you in some other place in One-Write Plus. When a field 
is display-only, you can’t modify it. 


You move from field to field in different ways. In some cases your entry into one 
field will automatically advance you to the next field. In other cases, you will need 
to press Tab or Enter. The system skips over display-only fields. As you work in 
One-Write Plus, you will quickly learn your way around. 


Find 


When you need to edit or review specific transaction information, the One-Write 
Plus Find feature can find it for you quickly. 


To use the Find feature, perform the following steps. 


1. On the entry screen that contains the information you want to edit or view, 
move the cursor to the field you want to search on (i.e., if you want to search 
by “Check No,” move your cursor to that field). 


2. Choose | ae 


The “FIND:” pop-up displays. 


3. Type the information (don’t worry about upper or lower case—Find is not case 
sensitive) you want the system to search for, and choose OK. 


One-Write Plus searches for the specified information and displays the most 
recent transaction containing that information. 


4. Tosearch for the next occurrence, choose Find _ | again. 


Escape 


To cancel the action you are performing, and to return to the previously displayed 
menu or screen, press the Esc key or click on your right mouse button. One-Write 
Plus will take you back to the place where you were most recently working. 


There are many key- 
board styles; your 
keyboard may look 
different than the one 
illustrated. 


Using the Keyboard 


The keyboard illustrated below shows the location of the various types of keys you 
will be using with One-Write Plus. You do not have to remember what key to press 
when, but you should familiarize yourself with what the keys do since they are 
used throughout the program. 


Function Keys Backspace Key 


Escape Key 


Keypad 


Enter Keys 
Arrow Keys 


The numeric, alphabetic, and special character keys located in the center of your 
keyboard are called “typewriter” keys because they are used to type in your 
information. When you type, the letters will appear in upper and lower case. Press 
the Caps Lock key on the left side of your keyboard if you want your letters to 
appear in all upper case. You can use the Num Lock key on the right side of your 
keyboard to activate the keypad keys. The current settings for Cap and Num Lock 
display on the upper right side of your keyboard. 


Note—When entering information, be sure to differentiate between the letter O (oh) and 
the number 0 (zero) as well as between the letter 1 (el) and the number 1 (one). These cause 
the computer to perform distinct functions, so be careful not to use them interchangeably. 


In addition to the typewriter keys, your keyboard has a row of function keys across 
the top (or to the left) of the letter keys, arrow keys that move your cursor in the 
indicated direction, and also an Alt key and a Ctrl key that can be used in 
combination with other keys. Many of the keystrokes have an equivalent “button” 
on the screen, which you can click with your mouse to activate the same function. 


These buttons, function keys and hot keys perform special functions in One-Write 
Plus. See the back cover of this manual for a description. 
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A few other keys also have special functions. The following table shows the keys 
that move the cursor around the screen and accept an entry you type. 


Enter Signal the computer to read a response that you have 


previous menu or screen. Clicking the right mouse button 
accomplishes the same function. 


Backspace Delete the character to the left of the cursor wher you are 


| typing an entry. 


typed or accept an entry that you have made, and move 
the cursor to the next field you must enter. Also, “paste 
in” the selected list entry. 
Spacebar Display the different options on fields where One-Write 
Plus provides defined choices. | 
| Bsc Cancel the task you are performing and/or return to the 


T Accept this entry and move the cursor to the previous 
field or scrollable list item. 


L | Accept this entry and move the cursor to the next field or 


Depending on your scrollable list item. 


keyboard type, the ar- 


e+ Moves the cursor one character to the left at a time within 
row keys are located jhe wehive Held 
on the lower right of : 
your keyboard, or on > Moves the cursor one character to the right at a time 


the numeric keypad. within the active field. 


[Tap — this entry and move the cursor to the next field. 
Shift-Tab Accept this entry and move the cursor back to the 


previous field. 


Pg Up Accept this entry and move the cursor to a relative 
position on the same screen or move to the previous 
screen. 

Pg Down Accept this entry and move the cursor to a relative 


position on the same screen or move to the next screen. 


Home Accept this entry and move the cursor to the first field on 
the line or the first selection of the list. 


End Accept this entry and move the cursor to the last field on 
a line or the last selection of the list. 
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If the pointer doesn’t 
appear, make sure 
that you have in- 
stalled the software 
that came with your 
mouse. See “My 
mouse isn’t work- 
ing.” on page 337. 


Using the Mouse 


One-Write Plus lets you use a mouse to move around menus and screens, to scroll 
through lists, and to perform actions. If you haven’t used a mouse before, try it. 
Even if you’re a touch typist and don’t like to remove your fingers from the 
keyboard, you may find the mouse more convenient on some screens—especially 
those with a lot of fields. 


The rectangular shaped mouse pointer appears if you have a mouse installed. You 
move the pointer by sliding the mouse over a flat surface in the direction you want 
the mouse to move. You don’t press the mouse button when you move the mouse. 
If you run out of room moving the mouse, lift it and then put it down ina spot with 
more room for moving in the desired direction. The pointer doesn’t move while 
the mouse is in the air. 


Moving the mouse to place the pointer over an item is called pointing. Pointing to 
an item on your screen and then quickly pressing and releasing the mouse button 
is called clicking. Moving the mouse while you are pressing the mouse button is 
called dragging. Pointing to an item and pressing and releasing the mouse button 
two times is called double-clicking. 


You'll use the left and right mouse buttons in One-Write Plus. You won't use the 
middle button if your mouse has three. 


The right button works the same as the keyboard’s Escape key, (Esc). You'll use it 
to back out of an action without saving changes and to escape to the previous 
menu or screen. You'll use the left button in the following ways: 


Q Click ona menu title to pull down the menu. 
Q Click on a menu option to select it. 


Q Click on the arrows ina scroll bar to move up or down the list one item at a 
time. 


Q Click on the upper or lower half of the scroll bar to move up or down the list 
one screen at a time. 


Click on any field to move the cursor there. 
Click on any active button to invoke that function. 


Double-click on a list item to display that card. 
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Preliminary 
Decisions 


Chapter 1: Getting Started 


Before you get into the actual task of installing One-Write Plus and setting up your 
accounting system, it’s wise to take some time to plan your use of One-Write Plus. 
This section will provide you first with important questions to consider before you 
actually get started. 


Following that, you'll be ready to get started using One-Write Plus. We’ll walk you 
through first installing One-Write Plus on your hard drive, and second providing 
the information that One-Write Plus needs to have to begin managing your 
company’s finances—creating your company. 


One-Write Plus is easy to set up and use if you make some important decisions 
early on and plan adequately. By developing and following an implementation 
plan, you can reduce your setup to a simple data entry effort, and ensure a smooth 
transition to your new accounting system. 


Timing Considerations 


You may begin using One-Write Plus at any time—the first of the year (calendar 
or fiscal), the middle of the quarter, or from the start of a new business, but you 
must begin on a specific date, and you must enter all beginning balances for that 
date to ensure that your accounts are in balance. 


The listing of all of your company’s accounts and their balances, as of a specified 
date, is your company’s “Trial Balance” which you can obtain from your 
accountant in the form of an Income Statement and Balance Sheet. 


Depending on what you define as your One-Write Plus Start Date, you can either: 


Q Enter year-to-date balances, and begin entering transactions for the current 
date, or 


Q Enter beginning balances from the first of the year and recreate all transactions 
up to the current date. Then, enter new transactions for the current date. This 
option provides you with a complete year-to-date audit trail in one system: 
One-Write Plus. 


Whenever you decide to start using One-Write Plus, all of your beginning balances 
should be current as of the starting date. If you purchased One-Write Plus in 
February but wanted to enter data for the year starting in January, your starting 
date would be January 1. 
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You would enter the following: 
¢ Your ending bank balances as of your December closing statements; 
¢ Your credit card balances as of your December closing statements; 


¢ Your income and expense account balances as of January 1. (These are 
typically zero (0) if your fiscal year ending date is December 31st); 


¢ Your asset, liability, and equity account balances as of January 1. 


If you intend to use the Inventory application of SuperTrack, we suggest you 
physically count your inventory and plan to begin inventory processing at the 
beginning of an accounting period. 


Planning Considerations 


You will need to perform the following preliminary tasks before you set up your 
files and enter transactions through One-Write Plus. Develop your 


implementation plan based on the following suggestions and on advice from your 


financial advisor. 


Q) Establish cutoff and startup dates 


Determine the cutoff date for entering transactions into your old system—the 


last day of the month is best. All information up to that date will remain in 
your old system. Account totals, as of that date, will be transferred to 


One-Write Plus as your “starting Trial Balance.” All checks, receipts, and other 


transactions after that date will be entered into One-Write Plus. The only 


transactions prior to the cutoff date that you will enter into One-Write Plus are 
vendor and customer invoices which were not paid in full as of the cutoff date. 
There are special instructions later in the Setup chapter on how to enter these 


items. 


[1 Schedule tasks and assign resources 


Create a timetable for setting up. Entering all your vendor, customer, and 
employee information will take time, and needs to be done after other office 


tasks. Look at each of the tasks in the Startup Checklist (choose Help/Startup 


Checklist), identify who is going to perform them, and develop a realistic 
schedule. 


1 Request and gather accounting information 


Ask your financial advisor, when applicable, to supply you with your Trial 
Balance and Chart of Accounts. If you are starting a new business, ask your 
financial advisor for the journal entries required to open your books. 
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Installing 
One-Write Plus 


If you are already using 
One-Write Plus— 


Read “Appendix 1: Up- 
grading from Previous 
Versions” on page 309 be- 
fore installing the soft- 
ware. 


Q Order checks & forms 
Determine what kinds of forms and envelopes you will need and order them. 
Refer to the forms brochure in your package. 

QO Assign Vendor & Customer ID codes and Employee ID’s 


One-Write Plus requires a code (up to eight characters long) to identify each of 
your vendors and customers, and your employees. We recommend using 
alphabetic rather than numeric codes. The first eight characters of the name is 
a typical coding scheme because it is easy to remember and recognize. 


4 Order equipment and supplies 
Make sure you have enough hard disk space, floppy disks for backups, 
computer paper, and other supplies. 

Q Plan for security 


Make a plan for regular backups of your files, and consider whether password 
security or physical “lock and key” security is needed for your computer and 
for your forms. 


Installation of One-Write Plus is simple and straightforward. This procedure 
creates the necessary subdirectories, copies the One-Write Plus application 
program onto your hard disk, and creates the necessary batch files, so you do not 
have to be a DOS expert to install One-Write Plus. 


After installation is complete, you will not need your program disks every time 
you use the program. Keep the original program disks in a safe place in case you 
ever need to reinstall One-Write Plus. 


Caution—if you’re installing on a network or are planing to use One-Write Plus in Win- 
dows, read “Appendix 3: Alternate Installations” on page 327 before proceeding with this 
installation. 

To install One-Write Plus, perform the following steps: 

1. Start your computer as usual. 


2. Insert Disk #1 in drive A (or B). 


3. At the prompt, type A:INSTALL (or B:INSTALL), and press Enter. 


Messages inform you throughout about the progress of the installation, and 
ask you to provide some information. 
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One-Write Plus pro- 
gram files are com- 
pressed on the install 
disks and decom- 
pressed or “inflated” 
during installation on 
the hard drive. 


You can print the 
NEWS file later by in- 
serting the first dis- 
kette, typing A:NEWS 
at the DOS prompt, 
and then pressing En- 
ter. 


4. Specify the following as you are prompted to do so: 


¢ the drive and directory in which the application program files will be 
installed (C:\OWP or another) 


* if you want to install the tutorial data for “The Kite Store” company (Y or 
N) 


Be sure to answer “Yes” to this question if you plan to use the audio tutorial. 


At this point, the installation program decompresses the files and installs them 
on your specified drive. 


When all of the files on Disk #1 have been installed, the system will prompt 
you to insert Disk #2 and press a key to continue the installation. 


Remove the disk, insert the next disk, and press a key to continue. 


Repeat Step 5 until all of the disks have been installed on your computer. 


One-Write Plus requires that your System Configuration file (CONFIG.SYS) 
contains the line “Files=30” (or more than 30). The installation program scans 
for this file and verifies that it is set to at least 30. If it does not locate the 
CONFIG.SYS file and/or if “Files=” is set to fewer than 30, it will ask you if 
you want the program to automatically create or modify the file for you. 


A message informs you that the installation is successfully installed, and asks 
if you want to print the NEWS file. 


The NEWS file contains the latest information about this most current release 
of One-Write Plus. This information is not included in the manual, so it is 
important that you take a moment now to print and read the NEWS file. 


To print the NEWS file, make sure that your printer is on-line and has lots of 
paper, accept the default, Y, and press Enter. 


By default, the document will print to a printer connected to the LPT1: printer 
port. To print to an alternate printer, at the DOS prompt enter: 


A:NEWS [port] 


where [port] identifies the alternate printer port. LPT1 is the default port. 
Other possibilities include: LPT2, COM1 or COM2 (for example: A: NEWS 
COM1). 


The installation program informs you if the CONFIG.SYS file was created or 
modified and instructs you to reboot your computer. 


We recommend that you read this reference manual in order to become familiar 
with the software. 
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Creating 
Your 
Company 


Before you can begin to work in One-Write Plus, you need to provide us with some 
essential information about your company or organization. With this information, 
One-Write Plus builds a set of data files for the company in a separate directory on 
your hard disk. You do not have to worry about creating or managing the files and 
directories; One-Write Plus does that for you. One-Write Plus can manage up to 99 
companies. 


When you installed the One-Write Plus program, you indicated whether or not 
you wanted to have sample training data files installed at the same time. 


If you selected “Yes,” the first time you launch the One-Write Plus program, the 
Company List displays on your screen with our sample company, The Kite Store, 
highlighted at the top. You may want to spend some time getting familiar with 
One-Write Plus by looking at the setup of the sample company. Then, set up your 
own company, beginning with step 1 below. 


If you selected “No,” One-Write Plus takes you directly to the Company Name and 
Address screen, so that you can begin creating your company (skip to step 2 on the 
next page). 


To create your company, perform the following steps: 


1. Access the Company Name and Address screen. 


e Choose File/Company. 


e From the Company List pop-up, choose | 


The Company Name and Address screen displays. 


06715793 


= 


New Company 


| ae | Se | | | 


Company Name 
Address Line 1 123 Main Street 
Address Line 2 Anytown, USA 
Address Line 3 55555 

Phone Nunber (603)555-1111 
Fax Number (603)555-1222 
Company Password 


Company Name and Address 


L_Il 


New Company 


C:\OWPNNEWCOMPAN 


Data File Location 


Co. Taxpayer I.D. Number [020415812 
Format for I.D. Number XX-XXXXXXX 
Departmental Accounting |No £ 

# of Accounting Periods [12 £ 

Fiscal Year-end Date 12/31/93 


| Accounting Periods | 


Enter your company name. 
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2. Tell us the following information about your company: 


For more information, e Company Name 
choose: 


e Address (up to 3 lines) 


e Phone Number 
e Fax Number 
e¢ Company Password, if applicable 
One-Write Plus assigns the drive and path for your company data files. 


F e Change the drive and path, if necessary. 
Once your company is 


saved, you cannot ¢ Company Taxpayer ID Number 

change the drive and 

path, accounting e The Format for your Taxpayer ID Number (toggle the spacebar to see your 
periods, or fiscal choices) 


year-end date. . . : 
¢ Whether or not you will use Departmentalized Accounting (see Help for 


an explanation of this feature) 
e¢ The Number of Accounting Periods (4, 12, or 13) 
e The Fiscal Year-end Date 


3. Choose Save } =>) 


The Setup Accounting Periods screen displays, listing the dates of your 
accounting periods. 


New Company Setup Accounting Periods 06/15/93 


|| is JL IL ILI 


Start Date End Date 
12/31/92 
01/01/93 01/31/93 
02/01/93 02/28/93 
03/01/93 03/31/93 
04/01/93 04730/93 
05/01/93 05/31/93 
06/01/93 06/30/93 
07701793 07731793 
08/01/93 08/31/93 
09/01/93 09/30/93 
10/01/93 10/31/93 
11/01/93 11/30/93 

Period 12/01/93 12/31/93 

NEXT YEAR Period 1 .. -» | 01/01/94 01/31/94 

NEXT YEAR Period 2 .. .. | 02/01/94 02728794 

NEXT YEAR Period 3 03/01/94 03/31/94 
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After you set and save 
period dates, you can- 
not change them. 


Access the Help In- 
dex, and select 
“Chart of Accounts 
Descriptions” fora 
brief discussion of 
the 14 kinds. 


4. 


6. 


Change any of the period dates you need to, but be sure not to leave gaps 
between any periods. 


s 


Choose Save _ 


The Type Of Organization screen displays. 


The Kite Store, Inc. Type Of Organization 


revel IIL ILL IL ILL 
Predefined Chart Of Accounts For... 


: General Business or Retail 8. Service Business 

. Accountant or Bookkeeper 9. Legal Practice 

. Medical or Dental Practice 10. Manufacturer 

. Contractor or Builder 11. Non-Profit Organization 

. Farm or Agricultural 12. Real Estate or Property Manager 
. Church or Synagogue 13. Local Government 

. Personal Finance 14. Custom 


Selected Chart Of Accounts: General Business or Retail 


Cancel | [ Preview | approve | 


matches your own. 


Allows you to view, and then print (if 
you wish) any of the 14 standard Charts 
of Accounts before selecting one. 


Tell us the number of the General Ledger Chart of Accounts most suitable for 
your company. 


You should preview and then print the Chart of Accounts that you select so 
you can determine if you need to add or change any accounts. Review it 
carefully and consider the needs of your business. 


Choose Faas. ) or Approv 


The following message displays on your screen: 


Creating Files, Please wait 


After the files are created, the Set Up Bank Accounts screen displays, with the 
default checking account #1000 entered for you. You must designate at least 
one account as a bank account. 
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Access the Help In- 
dex, and select “Bank 
Account 16” for a de- 
tailed discussion. 


To see a list of accounts 
choose: 
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Yeu Company Set Up Bank Accounts 


Bank ID GL Number GL Account Name Balance 


BANK 01 
BANK 02 


1000 
1050 


First Nat’ 1 Checking 
Savings account 


8,788.23 
2,000.00 


Undeposited cash 


< Details > 


Enter up to 8 characters for your Bank or Credit Card ID. 


This reserved account will hold all of the 
receipts you enter into One-Write Plus but 
have not yet processed through Entries/ 
Banking/Prepare Deposit. 


Takes you to the Bank Account Card 
screen where you enter optional 
information for the selected bank account. 


Enter your Bank Account ID —an eight-character code to identify this account. 


We recommend alphabetic rather than numeric codes; for example, the first 
eight characters of the bank’s name. 


This ID is used to automatically create a Vendor Bank Card for recording your 
service charges and a Customer Bank Card for recording your deposits and 
interest income. 


You may accept the default account or enter the G/L account number and 
name for a different bank or credit card account. 


. Tell us the starting balance of the bank or credit card account. 


It is important that you enter your bank and credit card balances as of your 
starting date. This way, your records will be accurate and current. For 
example, if you are starting to use One-Write Plus as of February 1, you should 
enter balances as of your January closing statements. 


If you will be loading a trial balance from your previous system, accept the 
default 0.00 here. If you elect to enter a bank balance on this screen, please be 
sure to tell your accountant that the offsetting entry was stored in account 3099 
for period zero which contains your prior year’s account balance information. 
He or she will need that information when entering your trial balance later. 
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For more information, 
choose: 
Help 


To see a list of accounts 
choose: ; 


die 


12: 


13, 


We now have enough information about your bank account to get you started 
in One-Write Plus. At some point, however, you may want to complete your 
bank setup. If you want to add your complete account information now, 
continue with the next step. Otherwise, go on to step #13. 


To complete optional fields for your bank setup now, choose <Details>. 


The Bank Account Card screen displays. 


These fields “ 


New Company 


Setup Bank Accounts - Details 


Bank Number 1 


Bank Account ID BANK 01 
GL Account Number 1000 
GL Account Name First Nat’ 1 Checking 
Bank Address 502 Main Street 
Anytown, USA 55555 


[account bate] 


Contact Sharon Stone 


are display Phone Number (603)555-5555 
l Account Type Checking 
onty. Transit Number 55555 
Account Number §555555555555 
Interest Income Account | 7030 Interest income 
Service Charge Account 6120 Bank service charges 
Conments 
Account Balance 8,788.23 
Enter the address for this bank. 
Enter the following account information: 


Choose Save _ 


Bank Address (3 lines) 

Contact 

Phone Number 

Account Type—Checking, Savings, or Credit Card 


Transit Number—usually the numbers between these symbols on the 
bottom of your check: I) I 


Account Number 
Interest Income Account (accept the default or enter another account) 
Service Charge Account (accept the default or enter another account) 


Comments 


to return to the Setup Bank Accounts screen. 
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Launching 
One-Write 
Plus 


14. Choose again. 


One-Write Plus brings you to the Write Checks option on the Entry Menu. 


If you are eager to start entering your checks, purchases, sales, etc. proceed to 
Chapter 5: Entries. But please don’t forget to return to Setup later to complete the 
other tasks on your checklist. 


If you want to review all possible setup preferences and create your lists and 
beginning balance information, then press the right arrow key to navigate to the 
Setup Menu and select Company /Preferences, Company / List Items, Company / 
Beginning Balances, and Company/Control Accounts. 


During installation, you specified the drive and directory into which you wanted. 
One-Write Plus program files installed. However, you don’t have to remember 
where you installed the files; One-Write Plus created a batch file to give you easy 
access to the program. To launch One-Write Plus, simply type OWP at the hard 
disk prompt, for example: 


C:\> OWP 


If you are a brand new user, and you haven't pre-registered, you will be reminded 
to register your program when you launch One-Write Plus. This reminder will 
repeat for the first twenty-five times until you enter the One-Write Plus access 
number given to you by a registration representative. 
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Chapter 2: Setup 


At this time we assume you have already entered your company information by 
creating your company as described in the previous chapter. (If not, please return 
to “Creating Your Company” on page 23 of this manual and follow the 
instructions. You won't be able to perform additional setup work until you’ve 
performed these tasks.) 


Some of you may have gone on to investigate the sample data provided with One- 
Write Plus. Or you may have begun entering your own transactions into the 


program. 


Now, you need to finish your setup work by providing us with some additional 
information about your business, and customizing One-Write Plus according to 
your preferences. 


Following is the Setup Menu: 


Complete the accounting setup of each company 
and indicate your preferences about how One-Write 
Plus works for you. 


Give us information about the printers you will be 
using with One-Write Plus. 


Specify the size and characteristics of the forms 
(checks, invoices, receipts, etc.) that One-Write 
Plus will print for you. 


Printable Forms 
Tax Tables 


Define which tables One-Write Plus will use for 
determining sales and payroll taxes. 


‘Modify some general features of One-Write Plus— 


system data file location, passwords, user names, 
etc. 
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Setting 


Preferences 
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Setting Up Your Company 


You have already supplied us with the information about your Name, Address, 
and Accounting Periods that we needed to get you started with One-Write Plus. In 
this section, we will ask you to give us some more detailed information—about 
your One-Write Plus preferences, various List Items, Beginning Balances, and 
Control Accounts. These items can be set up for each company that you have 
established. 


Company Setup functions are all accessed from the Setup/Company Menu. 


iew your company information, 
and make modifications where 
possible. 


View your accounting periods setup. 


Set your preferences— General, 
Customers and Invoices, Vendors 
and Purchases, Payroll, and 
SuperTrack. 


Beginning Balances 
Control Accounts Set up your Cards—Customer, 


Vendor, Employee, and SuperTrack. 


Enter your Trial Balance, Vendor 
Bills, Customer Invoices, and 
Employee YTD Earnings. 


One-Write Plus automatically defaults system features for you, but gives you the 
ability to customize these pre-defined settings to best meet your individual 
preferences and needs. You don’t have to define your preferences right away, nor 
do you have to define all of your preferences at one time. 


In this section, we'll show you the many features of One-Write Plus that you can 
customize according to your needs. Our default is indicated in parentheses. You 
may want to change some of the defaults immediately; in other cases you may be 
perfectly satisfied with our pre-defined settings. It’s up to you. One-Write Plus 
works for you either way. 


For more information 
about Supertrack, see 
“Setting up SuperTrack 
Card Types” on page 35. 


To see a list of accounts 
choose: 


Setting your General Preferences 


In General Preferences we ask you what basis accounting system you use—cash or 
accrual, and how you plan to use certain features of One-Write Plus. 


Important—See Help and Expert Help for details on using cash- and accrual-basis ac- 
counting, and consult your financial advisor if in doubt about which accounting basis 
you want to use. You can change from cash-basis to accrual-basis at any time; however, 
you can only change from accrual-basis to cash-basis if there are no outstanding customer 
invoices or vendor bills. 


Don’t worry if you’re not sure about all the other features right now. You can come 
back to General Preferences and change the settings at any time. 


To set your General Preferences, perform the following steps: 
1. Select Setup /Company /Preferences/General. 
2. Change any of the following defaults ({ indicates a selection—click on it or 
toggle the spacebar to see your choices): 
e Accounting Basis (Accrual) 
e Use Bank Reconciliation (Yes) 
¢ Use SuperTrack—Card 1 (No) 
e Use SuperTrack—Card 2 (No) 
e Use SuperTrack—Card 3 (No) 


e SuperTrack Card Number for Inventory (1, unless you used a different 
card number in a previous version) 


e Print Date and Time Stamps on Balance Sheet and Income Statement (Yes) 
e Income Statement—Cost of Goods Sold Format (B) 

If you select Format A, the following required accounts display: 

- Balance Sheet Inventory Account (1200) 

- Inventory Increase/Decrease Account (4490) 


Edit the account numbers, if necessary. 


3. Choose 


4. Click the right mouse button or press Esc to return to the One-Write Plus menu 
screen. 
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For more information, 


choose: 


“Help” 


You cannot change the 


invoice style if there are 


any invoices in the file. 
To remove the invoices 


on file, select File/Com- 


press and choose 


Invoices. 
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Setting your Customer and Invoice Preferences 


In Customer and Invoice preferences, we ask you to define certain information 
about the way you bill your customers. Customizing these default values will save 
you a lot of time when entering your customer information. 


To change any customer and invoice defaults, perform the following steps: 
1. Select Setup/Company /Preferences/Customers and Invoices. 
2. Change any of the following defaults (} indicates a selection—click on it or 
toggle the spacebar to see your choices): 
e Standard Due Days (30) 
e Standard Discount Days (0) 
e Standard Discount Percent (0.00%) 


e Aged Receivables Report By-—the date we should use to age your 
invoices (Invoice Date) 


Due Date can also be selected. 
e Aging Period #1 (Days) (30) 
e Aging Period #2 (Days) (60) 
e Aging Period #3 (Days) (90) 
e Your Term for Customer (Customer) 
e Your Term for Sales Taxes (Sales) 
¢ Default Invoice Style (Inventory) 


Service or Professional can also be selected. 


3. Ifyou will be using the Inventory invoice style, confirm the following defaults: 
¢ ORDER/SHIP Quantity Decimal Places (0) 
Do not change this setting after you enter items for this invoice type. 
e UNIT PRICE Decimal Places (2) 
° AMOUNT Calculation Method (Ship x Price) 


Order x Price, or Order x Ship x Price can also be selected. 
4. Choose Save 


5. Click the right mouse button or press Esc to return to the One-Write Plus menu 
screen. 


Access the Help In- 
dex, and choose “Us- 
ing the Goods and 
Services Tax” for de- 
tailed information 
and examples. 


For more information, 


choose: 47 


Setting your GST Preferences 


One-Write Plus supports the requirements of GST reporting for Canadian 
businesses. First, you enter some GST administrative information, and identify the 
affected sales accounts. Then, One-Write Plus applies GST to qualifying sales on 
your customer invoices. 


In GST Tax preferences, you will identify two account ranges—one for GST 
Taxable Sales and one for GST Zero-rated sales. All sales distributed to accounts 
within these ranges will be taxed appropriately. Other sales will be considered 
exempt, and GST will not be charged. 


To set up your GST, perform the following steps: 
1. Select Setup /Company /Preferences/GST Preferences. 
2. Change any of the following defaults (¢ indicates a selection—click on it or 
toggle the spacebar to see your choices): 
e GST Tax Term (GST) 
¢ GST Tax Percentage Rate (7.00) 
e GST Tax Collectible Control Account (2050) 
e GST Taxable Sales Starting Account (4000) 
e GST Taxable Sales Ending Account (4149) 
e Zero Rated Sales Starting Account (4150) 
e Zero Rated Sales Ending Account (4199) 
¢ GST on Freight Charges (Taxable) 


3. Choose 


4. Click the right mouse button or press Esc to return to the One-Write Plus menu 
screen. 


Note—Provincial Sales Tax is entered in Setup/Tax Tables/Sales Tax Tables. 


Setting your Vendor and Purchase Preferences 
In Vendor and Purchase preferences, we ask you to define certain information 


about the way you pay your vendors. Setting these default values will save you a 
lot of ttme when entering your vendor information. 
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For more information, 
choose: » 


Canadian Users 


Please reference the 


One-Write Plus Cana- 
dian Payroll manual 
for this information. 
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To change any vendor or purchase defaults, perform the following steps: 
1. Select Setup /Company/Preferences/Vendors and Purchases. 
2. Change any of the following defaults (1 indicates a selection—click on it or 
toggle the spacebar to see your choices): 
e Standard Due Days (30) 
¢ Standard Discount Days (0) 
e Standard Discount Percent (0.00) 
e Aged Payables Report By (Invoice Date) 
e Aging Period #1 (Days) (30) 
e Aging Period #2 (Days) (60) 
e Aging Period #3 (Days) (90) 


e Your term for Vendor (Vendor) 


3. Choose 


4. Click the right mouse button or press Esc to return to the One-Write Plus menu 
screen. 


Setting your Payroll Preferences 


In Payroll Preferences, we ask you to define certain information about the way you 
pay your employees. Setting these default values will save you a lot of time when 
entering your employee information. 


Important—If in doubt, be sure to consult your tax advisor regarding the basis for 
calculating FUTA and SUTA wages. 


To set your payroll preferences, perform the following steps: 
1. Select Setup /Company /Preferences/Payroll. 


2. Change any of the following defaults ({ indicates a selection—click on it or 
toggle the spacebar to see your choices): 
¢ Calculate FUTA Wages Based on (Gross) 
Federal or State can also be selected. 
e Calculate SUTA Wages Based on (State) 
Federal, Local, or Gross can also be selected. 
e Validate Taxable Wages for Each Check (No) 


To see a list of bank 
accounts, < © 


choose: Banks : ; 
a) 3. Choose © 


e Default Payroll Bank Account (1) 


We display your account number and name for verification. 


4. Click the right mouse button or press Esc to return to the One-Write Plus menu 
screen. 


Setting up SuperTrack Card Types 


SuperTrack is a flexible feature that allows you to track different types of business 
information including inventory levels, job costing, sales commissions, and much 
more. 


Some suggested SuperTrack applications and uses are provided in Expert Help— 
“SuperTrack Models.” You can use one of these models as a guide even when you 
are designing your own SuperTrack application, so review the models carefully 
and evaluate how well they fit your business. Remember, SuperTrack is whatever 
you define it to be. 

The SuperTrack models described in Expert Help include: 

Inventory Management 

Job Costing 

Client/Escrow Funds 

Commissions Due 

Employee Sick and Vacation Time 


Investments 


OoOococovoeoeueu 


Merchandise Rental/ Leasing 


SuperTrack keeps the information that you want to track on “cards.” When you 
write a check, enter a receipt, record an invoice, or pay an employee, you can pop 
up a SuperTrack application window to distribute some or all of the transaction 
amount to a SuperTrack Card at the same time. 
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Following is a sample SuperTrack Card. 


The Kite Store INVENTORY 06716/93 


CE S| | | | | 


Iten Cod B ee 
Iten Nane Blue Kite Series 2 This field is updated 
with a vendor 


Category kK 
Unit of Meas Each transaction 


Memo/Vendor 


These titles : 
can all be t 150.00 ’ 
Unit Price 4.95 49.49% 
changed for Total Sale 325.00 
Qty Reord 9 
your sty E aty a : 
of business. Item Type PRODUCT ¢ This field is updated 
with a customer 
transction. 
< Edit Titles > < Quit > 
to_10 characters for Card ID. 
If the Preferences/ If you specified that you wanted to use any SuperTrack Cards on the General 
SuperTrack Card op- Preferences screen, you will now define how they will look and function. For each 


tion is not active on 
your menu, see “Set- 
ting your General Pref- 
erences” on page 31. 


card type you selected to use, a SuperTrack Card Preferences screen will be 
available for you to make your specifications. The defaults vary on each screen. 


The first card type, Inventory, is set up for you on the Preferences SuperTrack Card 
#1 screen. Cards for this type will be available to you when you enter customer 
invoices. 


The second card type, Job Costing, is set up for you on the SuperTrack Card #2 
Preferences screen. If you are using either or both of these applications of 
SuperTrack, most of your setup has been done for you. For other applications, 
setting up is still an easy process. 


To set up your SuperTrack card types, perform the following steps: 


1. Select Setup/Company /Preferences/Inventory, Job Costing, etc. 


The selected SuperTrack Preferences screen displays. 
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For more inform 


choose: , 


ation, 


New Company 


Help | 


SuperTrack Card Title 

Require Complete Application 

Use Quantity Fields 10 & 11 

Unit of Measure for Quantity Field 11 

Decimal Places for Quantity Fields 10 & 11 

Increase Quantity Field 11 On ... Expense 
Display Percentages On ... Gross Profit 


Group Cards Based on # of Characters 0 
Clear Details at Compress/Close Files Neither 
Clear Totals at Compress/Close Files Neither 
Clear Quantity Field 11 at ... Neither 


Enter the card title: e.g., Inventory, Job, Commissions. 


2. Change any of the following defaults (¢ indicates a selection—click on it or 
toggle the spacebar to see your choices): 


SuperTrack Card Title (Inventory) 

When you edit the “SuperTrack Card Title” on this screen, we reflect your 
changes on other menu selections. 

Require Complete Application (No) 


For most applications of SuperTrack, you should select “No” for this 
option. “No” will allow you to distribute part of the transaction amount to 
one or more SuperTrack Cards. “Yes” will force you to distribute the entire 
amount of your transaction to one or more SuperTrack Cards. Answer 
“Yes” only if your application requires a complete audit trail, for example, 
in the case of Fund Accounting. 


Use Quantity Fields 10 & 11 (Yes) 


Select “Yes” if you will be tracking non-dollar quantities such as units or 
hours. 


Unit of Measure for Quantity Field 11 (Units) 


If you chose to use quantity fields, accept the default, or enter the unit of 
measure you wish to use such as quantity, days, etc. 


Decimal Places for Quantity Fields 10 & 11 (default varies with card type) 


Specify the number of decimal places (from 0 to 4) to use for these 
amounts. For example, if you enter 0 (zero), you will be tracking hours/ 
units in whole numbers. 
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Percentages display 
only on SuperTrack 
Cards; they do not dis- 
play on reports. 


Access the Help Index, 
and choose “SuperTrack 
Grouping Feature” for 
details and examples. 


Compress can be 
performed any time; 
Close Files is per- 
formed only at year- 
end. 
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Increase Quantity Field 11 On (Expense)—Select how you want to have 
your SuperTrack Card affected by your distribution. If you choose: 


- Expense—When you are recording a check or purchase, your 
SuperTrack distribution will increase Quantity Field 11; For a receipt 
or sales transaction, it will decrease Quantity Field 11. Select this 
option for tracking inventory—to increase the units on hand when 
you write a check and decrease the units on hand when you record a 
sale. 


- Income—When you are recording a sale or receipt, your SuperTrack 
distribution will increase Quantity Field 11; For a check or purchase 
transaction, it will decrease Quantity Field 11. Select this option for 
tracking commissions—to increase the amount owed as you record a 
sale. 


- Both—SuperTrack distributions made during all transactions will 
increase Quantity Field 11. Select this action if you are tracking total 
transactions (purchases and sales) for a sales rep. 


- Neither—SuperTrack distributions made during all transactions will 
decrease Quantity Field 11. Select this option if you want to manually 
make all distributions to your SuperTrack Cards. 


Display Percentages On (Gross Profit)—Do you want to calculate and 
display percentages for this card type? Choose: 


- Gross Profit—to calculate and display gross profit percentages based on 
the sales price of each item divided by the unit cost to the right of Field 
8 (Field 8 - Field 6 + Field 8). 


- % Budget—to calculate and display actual versus budget amounts to 
the right of Field 7 (Field 7 + Field 6) and to the right of Field 9 (Field 
9 + Field 8). 


- None—to not calculate or display any percentages. 
Group Cards Based on # of Characters (0) 


Specify the number of characters from 0 to 8 in the ID to use for grouping, 
totaling, and subtotaling items on reports. 


Clear Details at Compress /Close Files. (Neither) Select: 
- Neither—to not clear the transaction detail at all. 
- Compress—to clear transaction detail when you select File/Compress. 


- Close—to clear transaction detail when you select File/Close. 


Card types can be set 
up at any time. 


Setting Up 
Your List 
Items 


e Clear Totals at Compress/Close Files. (Neither) Select: 
- Neither—to not clear the transaction totals at all. 
- Compress—to clear transaction totals when you select File/Compress. 
- Close—to clear transaction totals when you select File/Close. 
° Clear Quantity Field 11 at Compress /Close Files. (Neither) Select: 
- Neither—to not clear Field 11 values for any SuperTrack Cards. 
- Compress—to clear Field 11 values when you select File/Compress. 


- Close—to clear Field 11 values when you select File/Close. 


3. Choose 


4. Repeat the above steps for each SuperTrack Card type you wish to set up. 


5. Click the right mouse button or press Esc to return to the One-Write Plus menu 
screen. 


You have now completed the setup of your SuperTrack Card type(s). This allows 
you to start creating SuperTrack Cards for whatever application you've defined. 
(See “Creating SuperTrack Cards” on page 52 for more information.) 


erence cl 


One-Write Plus keeps track of bank, General Ledger account, customer, vendor, 
employee, and SuperTrack information in an alphabetic list that you can view and 
update at any time. 


During setup, you will enter your existing vendor, customer, employee, and 
SuperTrack information according to the instructions provided in this chapter. As 
you work with new vendors, expand your customer base, and hire new 
employees, you can add new cards while performing your routine tasks. 


 ————————————— 


Setting up your Bank Accounts 
When you created your company, you gave us enough information about your 


bank account to get you started. If you didn’t choose “Detail” to complete your 
bank account setup, you'll need to do that now. 
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Access the Help In- 
dex, and select “Bank 
Account 16” for a de- 
tailed discussion. 


To see a list of accounts 
choose: : 
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Bank account information is entered on the Setup Bank Accounts screen. Here, you 
can add new bank accounts (up to 15) or edit an existing bank account. Bank 
accounts can include checking accounts, savings accounts, money market 
accounts, and so on. You may also want to set up a credit card account, or a 
separate checking account for all payroll activity. 


We reserve account 16 for Undeposited Cash. This account will hold all of the 
receipts you have entered into One-Write Plus but have not yet processed through 
Entries /Banking/Prepare Deposit. 


Most balances should be entered as positive amounts. Enter a negative balance 
only if your bank account is overdrawn or if your credit card company owes you 
money. 


To set up a bank account, perform the following steps: 
1. Select Setup /Company /List Items/Bank Accounts. 


2. Enter a Bank Account ID —an eight-character code to identify this account. 


We recommend alphabetic rather than numeric codes; for example, the first 
eight characters of the bank’s name. 


This ID is used to automatically create a Vendor Bank Card for recording your 
service charges and a Customer Bank Card for recording your deposits and 
interest income. 


3. Enter the General Ledger account number for this bank account. 


4. Accept the G/L account name, or enter another name. 


A change in account name will also be reflected in your Chart of Accounts. 


5. Tell us the starting balance of the bank or credit card account. 


Accept the default 0.00 if you will be transferring a Trial Balance from a 
previous accounting system. Your cash balances will be entered as part of the 
Trial Balance. 


You can begin writing checks immediately even if you can’t wait for your 
accountant to provide your Trial Balance. One-Write Plus allows you to write 
checks with a zero or negative balance in your bank account. 


Note—If you elect to enter a bank balance on this screen, please be sure to tell your 
accountant that the offsetting entry was stored in account #3099, Initial Cash Balance 
Offset, for period zero (the period prior to your current fiscal year). He or she will 
need that information when they enter your trial balance later. 


6. Tocomplete your bank setup now, with the Bank ID selected, choose 
<Details>. 


For more information, 
choose: ; 


To see a list of accounts 


choose: 
Account 


One-Write Plus set up 
a Chart of Accounts 
with 6-digit account 
numbers if you chose 
to use Departmental- 
ized Accounting dur- 
ing Company Setup. 


7. Enter the following account information: 
e Account Address (up to 3 lines) 
e Contact 
e Phone Number 
e Account Type—Checking, Savings, or Credit Card 


° Transit Number—usually the numbers between these symbols on the 
bottom of your check: I) I: 


e Account Number 
e Interest Income Account (accept the default or enter another account) 
° Service Charge Account (accept the default or enter another account) 


e Comments 


8. Choose Save ) 


9. Choose again. 


10. Click the right mouse button or press Esc to return to the One-Write Plus menu 
screen. 


Customizing your Chart of Accounts 


When you set up your company files, a Chart of Accounts was created for you 
based on the type of organization you selected. This Chart of Accounts contains a 
set of default accounts commonly used with your kind of business. 


Now, you should review these default accounts and tailor them if necessary. The 
account names and/or numbers of your company’s accounts may differ from 
those in the standard Chart of Accounts. 


From the Setup /Company /List Items/Chart of Accounts selection, you can view 
a list of your selected Chart of Accounts—account numbers, names, and types, and 
then make additions, deletions, or changes according to your needs. One-Write 
Plus reflects these changes in your General Ledger, inserting new accounts in 
numeric order into your General Ledger Chart of Accounts, deleting accounts, and 
changing account names. 
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Each Entry transaction (except budgeting) allows you to distribute the amount to 
an account defined in the Chart of Accounts. For example, when you record a 
paycheck in the Payroll Journal, you distribute the amount to a salary expense 
account. You may want to keep separate accounts for different categories of 
employees: administrative, sales, manufacturing, subcontractors, and so on. Also, 
if you pay bonuses, commissions, or include benefits such as car allowances, you 
will need to set up an expense account for each type of pay. Choose your 
withholding and deduction accounts carefully. You cannot change an account 
number or delete an account that is currently active or has had activity in the past. 


As your business changes (for example, when you acquire new assets), you may 
want to add new accounts or change existing account names while performing 
your routine tasks. 


Pe more information, — To customize your Chart of Accounts, perform the following steps: 
choose: 


1. Select Setup/Company/List Items/Chart of Accounts. 


A blank Chart of Accounts Card displays behind the Accounts List . 


2. Toadd anew account, choose to clear the list. 


Enter the Account Number and Name. 


A completed Chart of Accounts Card is illustrated below. 


Chart of Account Card 


[ecomel[—_|fees]fext][ __][oetete]| nv 


Account Number 1000 


Indicates whether 
this account has 
Current Activity Yes transaction 
activity in the 
current year 


Account Name Checking account 


{ Account Card Options 1 


& Prompt Before Save Display Account List 
With “x” in this box G/L Chart: GENERAL BUSINESS 
OWP will prompt Account Type Typical Account Number Range With x" inthis box 
you before saving an ASSETS 1000 to 1999 : ’ 
try. Type Alt-B t LIABILITIES 2000 to 2999 OWP displays the 
entry. Type Alt-B to EQUITY 3000 to 3999 . 
iPr INCOME 4000 to 4999 Account List after 


clear the x. EXPENSES 5000 to 9999 each entry. Type Alt- 


P to clear the x. 


Enter an account name. 


Choose when you have completed your entry. 
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The Vendor List only 
displays when you have 
previous cards set up. 


3. To modify an existing account, highlight the account, and choose 


The Chart of Account Card for that account displays. 


You can edit the Account Name at any time, but not the Account Number. If 
you need to change an account number for an account with no activity, you 
should delete it, and add a new account with the appropriate number. 


Choose _ Save when you have completed your entry. 


4. To delete an account, highlight the account, and choose __ Delete ~ 


A message prompts you to choose OK to delete the account. However, if 
Current Activity = Yes, or if the account has a balance, One-Write Plus 
prevents you from deleting it. 


5. When you have finished customizing your Chart of Accounts, click the right 
mouse button or press Esc to return to the One-Write Plus menu screen. 


Now that your Chart of Accounts is tailored for your particular business, you 
should print a list of your accounts (select Reports /Financial/Chart of Accounts). 
Your Chart of Accounts is important for record keeping and handy as a reference. 


 —————————— 


Creating Vendor Cards 


One-Write Plus tracks detailed information about your vendors, and maintains all 
your transaction details in one organized location. After you have recorded 
purchases and payments, you can see a complete history of your vendor 
transactions by either viewing the Vendor Cards on the screen or printing them. 


You should add a Vendor Card for all suppliers you deal with on a regular basis. 
Vendor Cards can be added at any time. 


To create a Vendor Card, perform the following steps: 


1. Select Setup /Company /List Items/Vendors. 


2. From the Vendor List, choose ; Add to display a blank Vendor Card. 


A completed Vendor Card is illustrated below. 
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Vendor Cards 06715793 


sero ]L__]fecome[ venor rv] fe] fnt]ctte] |] foe 


Vendor Id JOHNSON Vendor Type W 
Name Johnson Office Supply Hold Invoices NO f 
Address 78 Preston Road Always Take Disc. NO ¢£ 
Anytown USA 12345 Terns: Due Days 30 
Disc. Days 10 
Contact Susan Johnson Disc. % 2.00 
Phone (203) 465-3463 Purch Last Year 36342 .00 Bal i 
Expense Acct 6300-00 Office expense Purch This Year 3591.51]] P4ance 1s 
Comments Balance 1147.51]| gutomatical ly 
updated with 
Date T Ref # Amount H Due Disc Disc Avl Disc Taken Open Bal | each transaction. 
06/15/93] 1 |264 165.23 07712 |07/02 3.30 165.23 | 
07/22/93 1|312 214.96 | |08/25/08/05 4.30 214.96 || You can view all 


08/02/93] 1|329 267.32 | |09/02}e8/22 5.35 267.32 ‘ 
09/02/93 |D|2694 10.00 | |10/02]09/12 the transactions 
0909/93] I 250.00 | /10/09]09/19 5.00 250.00 centered for this 


vendor. 


Enter the Vendor ID. ALT-L = Vendor list 


3. Tell us the following information about your vendor: 


For more information, ‘ 


aries Vendor ID—an eight-character code to identify this vendor 


Plan carefully. A Vendor ID cannot be changed once the card is saved. 


e Name—the full name of the company or vendor 

e Address—up to three lines of address information for this vendor 

¢ Contact—the name of the person to contact 

¢ Phone—the telephone number 

° Expense Account—the expense account normally used for this vendor 


To see a list of accounts If the purchases you make from this vendor get distributed to varying or 
choose: multiple accounts, it’s best to leave this field blank. One-Write Plus will 
prompt you for the distribution account(s) each time you enter a 
transaction. 


¢ Comments—any special remarks about this vendor 


These comments will print on the check stub if you set Print Vendor or 
Check Memo on Stub to “Yes” in Setup /Printable Forms/Checks. (See 
“Checks” on page 73.) 


e Vendor Type—a single-character user-defined code ($ is reserved for bank 
vendors; * is reserved for temporary vendors) 


¢ Hold Invoices—“No” or “Yes” 
e Always Take Discount—’No” or “Yes” 


e Terms: Due Days, Discount Days, Discount Percent—the credit terms 
offered by this vendor. 
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e Purchases Last Year—the total purchases from this vendor last year 


e Purchases This Year—the total purchases from this vendor to date 


4. Choose Save 


5. Repeat steps 3 and 4 for each Vendor Card you wish to add. 


6. When you have finished entering Vendor Cards, click the right mouse button 
or press Esc to return to the One-Write Plus menu screen. 


Temporary Vendors 


You can set up a temporary vendor when you do business with someone on a 
temporary or one-time basis. You simply enter an asterisk (*) in the Type field of 
the Vendor Card. Then, One-Write Plus will know to delete this card (as long as 
there is no open balance) during file compression. 


Since compression deletes the temporary cards, we recommend setting up a 
Vendor Card which will store the details of those cards before they’re deleted. In 
this way, One-Write Plus will have access to that detail for year-end reports. 


Follow the instructions above for creating a Vendor Card. Enter {TMPTOT} as the 
Vendor ID (be sure to include the curly brace ({ }) characters). Then during 
compression, One-Write Plus transfers the transaction detail to the {TMPTOT} 
card. See Expert Help (or choose “Temporary Vendor/Customer Cards” from the 
Help Index) on the type field for details on the usefulness of this card. 


a 


Creating Customer Cards 


One-Write Plus tracks detailed information about your customers, including 
customer balances, aging of the balances, credit and discount terms and maintains 
all your transaction details in one organized location. After you have recorded 
sales, you can see a complete history of your customers’ transactions in Section 2 
of the Customer Card. 


You should add a Customer Card for all customers you deal with on a regular 
basis. Customer Cards can be added at any time. 


To create a Customer Card, perform the following steps: 


1. Select Setup/Company /List Items/Customers. 
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The Customer List only 
displays when you have 
previous cards set up. 


For more information, 


choose: ga 
_ Help 


To see a list of accounts 
choose: 4 
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2. From the Customer List, choose 


to display a blank Customer Card. 


A completed Customer Card is illustrated below. 


06715793 


Delete] i [save 


Customer Card - Section 1 


Account| [Prev 


Customer Next 


|__| 


= 


Customer ID Customer Type F 
Name William T. Barton & Sons Account Type OPEN ITEM ¢ 
Bill Address 344 Main Street NO ft 
Anytown, USA 55555 Sales Tax ID 2s 
Sales Tax Exempt 0 
Terms: Due Days 30 
Ship Address Building 3-G Disc. Days 10 
Main Street Disc. % 2.00 
Anytown, USA 55555 Finance Charge % 0.00 
Print Statement YES £ 
Contact Earle Myers Credit Limit 10000 .00 
Phone (603) 555-2222 High Credit 0.00 
Salesperson SEM Credit Status AAA 
Sales Acct 4000 Sales Sales Last Year 0.00 
Comments No CODs Sales This Year 48788 .23 


Aging: Current Over 30 Over 60 Over 90 Total <Sec-2>| 


Click on this 
button to view 
Section 2. 


[ 0.00] 0.00 | 0.00 | 9.00 | 0.00 | 


Enter the Customer ID. ALT-L = Customer List. 


Tell us the following information about your customer: 
¢ Customer ID—an eight-character code to identify this customer 

Plan carefully. A Customer ID cannot be changed once the card is saved. 
¢ Name—the full name of the company or customer 


e Bill Address—up to three lines of billing address information for this 
customer 


¢ Ship Address—up to three lines of shipping address information for this 
customer. This address prints only on inventory invoices. 


¢ Contact—the name of the person at the customer site to contact 

e Phone—the telephone number . 

¢ Salesperson—the initials of the salesperson assigned to this customer 
e Sales Acct—the income account normally used for this customer 


If the sales you make to this customer get distributed to varying or 
multiple accounts, it’s best to leave this field blank. In this way, One-Write 
Plus will prompt you for the distribution account(s) each time you enter a 
transaction. 


¢ Comments—any special remarks about this customer 


e Customer Type—a single-character user-defined code ($ is reserved for 
bank customers; * is reserved for temporary customers) 


e Account Type—Open Item or Balance Forward 


e GST Taxable—”No’” if yours is not a Canadian business or if this customer 
is GST exempt; “Yes” if this customer is GST taxable 


e Sales Tax ID—the three-character code related to this customer. 


Choose to view a list of valid jurisdiction codes. 


e Sales Tax Exempt—the customer's nine-digit tax-exemption number 


e Terms: Due Days, Disc. Days, Disc. %—the credit terms offered to this 
customer. (Edit the defaults, if necessary.) 


e Finance Charge %—The monthly % rate you charge this customer for 
overdue balances 


e Print Statement—” Yes” or “No” 


e Credit Limit—the maximum amount of credit you presently extend to this 
customer 


e High Credit—the maximum amount of credit you have extended to this 
customer in the past 


e Credit Status—a four-character, user-defined code 
e Sales Last Year—the total sales to this customer last year 


e Sales This Year—the total sales to this customer to date 


5, Repeat steps 3 and 4 for each Customer Card you wish to add. 


6. When you have finished entering Customer Cards, click the right mouse 
button or press Esc to return to the One-Write Plus menu screen. 


Temporary Customers 


You can set up a temporary customer when you do business with someone on a 
temporary or one-time basis. You simply enter an asterisk (*) in the Type field of 
the Customer Card. Then, One-Write Plus will know to delete this card (as long as 
there is no open balance) during file compression. 


Since compression deletes the temporary cards, we recommend setting up a 
Customer Card which will store the details of those cards before they’re deleted. 
In this way, One-Write Plus will have access to that detail for year-end reports. 
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Canadian Users 


Please reference the 


One-Write Plus Cana- 
dian Payroll manual 
for this information. 


You can only have one 
Other Pay category de- 
fined per employee; 
however, you can 
specify Other Pay 
amounts when you en- 
ter paychecks. 


The Employee List only 
displays when you have 
previous cards set up. 
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Follow the instructions above for creating a Customer Card. Enter {TMPTOT} as 
the Customer ID (be sure to include the curly brace ({ }) characters). Then during 
compression, One-Write Plus transfers the transaction detail to the {TMPTOT} 
card. See Expert Help on that field for details on the usefulness of this card. 


Creating Employee Cards 


Before writing payroll checks, you enter information about each employee on an 
Employee Card. These cards hold personnel, salary, and deduction information. 
Every time you record a paycheck, One-Write Plus uses the information on the 
card to automatically fill in salary and deduction amounts. 


An Employee Card has two sections: 


M1 Section 1 is for you to record information about each employee. You enter 
personnel, federal tax, and salary information on the top portion of Section 1; 
On the bottom portion, you enter: 


¢ Other Pay, such as a car allowance, travel allowance, commissions, or a 
bonus 


e State and local taxes as they apply to your jurisdiction 
e Other scheduled deductions, such as health insurance 


4 Section 2 is used to hold the employee’s payroll history. Each time you record 
a paycheck, One-Write Plus adds the check information here. You can’t enter 
information directly in Section 2. 


You need to add an Employee Card for all your regular, part-time and 
subcontracted employees. 


Important—Because payroll laws change frequently and vary from state to state, and be- 
cause specific accounting advice is beyond the scope of this book, we urge you to consult 
your accountant if you are unsure of how to address a specific payroll situation. You are 
responsible for filing accurate tax information. Government agencies can assess substan- 
tial penalties for inaccurate or incomplete payroll tax reporting. 


To create an Employee Card, perform the following steps: 


1. Select Setup/Company/List Items/Employees. 


2. From the Employee List, choose _ ‘Add | to display a blank Employee Card. 


A completed Employee Card is illustrated below. 


To verify year-to-date 
totals for an employee, 
press Alt-F2. Access 
the Help Index, and 
select “Employee’s 
Year-To-Date Totals” 
for more information. 


For more information, 
choose: 


‘Hel 


To see a list of accounts 
choose: a 


Account | 


The Kite Store 


Employee ID 


Employee Card — Section 1 06715793 


lesen foe] 


SMITH Type Full Time = Suspend NO f 


Prev Delete Save 


Help 


Employee 


Nane John Smith Hourly 7 Salary HOURLY £ 
Address 23 Iroquois Circle Single 7 Married SINGLE £ 
Anytown USA 12345 Exemptions Fed: 1St: 1 
Phone (203)465-2645 Ext. 239_ Extra W/H Fed 0.60 
Department Date Hired 03727790 
SSN/EIN Format Social Security Number £ Date Terminated Lit 
SSNVEIN Number 023829274 023-82-9274 Date Of Birth 09/26/62 
Salary Acct 6000-00 Salaries & Wages Regular Pay Rate 6.00 
Comments Overtime Pay Rate 9.00 


G/L Account Cycle Type Basis Limit Amount 


OTHER PAY 
STATE TAX 
LOCAL TAX 
DEDUCTION 1 
DEDUCTION 2 


6100-00 Auto expense 123456 |$ TAXABLE 0.00 
2220-00 State Income Ta|/1 TABL |CAQ1 0.00 
2250-00 Local Income Ta}1 % % GROSS} 2000.00 
2100-00 Employee health|1 $ TAXABLE 0.00 
2110-00 Dental Insuranc}1 § TAXABLE 0.00 


Click on this 
button to view 
Section 2. 


< Other Pay, W/H Taxes & Deductions > 
Enter the Employee ID. ALT-L = Emp 


< History > 
loyee List. 


Tell us the following information about each employee: 
¢ Employee ID—an eight-character code to identify this employee 
Plan carefully—an employee ID cannot be changed once the card is saved 
e Type—Full Time, Part Time, or Subcontractor 
e Name—the full name of the employee 
e Address—up to three lines of address information for this employee 
e¢ Phone—the telephone number 
e Ext—the telephone extension 
e Department—a code for this employee’s department 


e SSN/EIN Format—the format for the following field: Social Security 
Number or Employer ID Number. 


e SSN/EIN Number—the employee’s social security number or the 
employer identification number. 


e Salary Acct—the number of the expense account used for this employee’s 
wages 


e Comments—some additional information such as an emergency contact, 
or a marker for Special Categories, Allocated Tips, or Nonqualified Plans 
boxes on W-2 entries. (For more information, see “W-2 Forms & Reports” 
on page 280.) 


e Suspend—“No,” or “Yes” if you want to to temporarily stop this 
employee from receiving a paycheck 


e Hourly/Salary—this employee’s payment type 
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Single /Married—this employee’s marital status 
Exemptions Fed—the number of federal exemptions 
Exemptions St—the number of state exemptions 


Extra W/H Fed—any extra amount this employee requests to have 
deducted each pay period 


Date Hired—the date this employee started work 


Date Terminated—the date this employee left the company. An entry here 
will delete the Employee Card at the next year-end close. 


Date of Birth—the employee’s birthday 


Regular Pay Rate—an annual amount for a salaried employee; an hourly 
amount for an hourly employee 


Overtime Pay Rate—an hourly rate for overtime pay 


4. Choose <Other Pay, W/H Taxes & Deductions> to set up other pay, 


state/local taxes, or other deductions. 


The Kite Store 


Employee ID JOHNSON Type Full Time 2 Suspend 
Name Edward J. Johnson Hourly 7 Salary sala : 
Address Littleton Circle 


The bottom section of the screen opens up for your entry. 


Employee Card ~ Section 1 6715/93 


|{_]L__}eom] or rf] oe ee _ 


Single 7 Married MARRIED 2 


To see a list of accounts 
choose: 


Use the Payroll Tax 
Table Service for the 
latest federal and state 
tax tables. Call 1-800- 
388-8000 for more in- 
formation. 


If you have tipped 
employees, access 
the Help Index, and 
select “Tipped Em- 
ployees” for instruc- 
tions about setting 
them up. 


To set up other pay for this employee, enter the following information: 


G/L Account—the number of the expense account used for this pay 


Cycle—the number(s) (1-6) describing in which pay cycle(s) this payment 
should be made. 


123456 is the default but you can specify any combination. 

Type—$ for a fixed dollar amount or % for a percentage of gross pay 
Basis—Taxable, Exempt, or Fringe 

Limit—the maximum annual $ amount of other pay for this employee 


Amount—the $ or % amount to be paid each paycheck 


Access the Help Index, and choose “Other Pay” for a detailed discussion. 


To set up state and/or local tax deductions for this employee, enter the 
following information: 


G/L Account—the number of the tax liability account used for this 
withholding 


Cycle—the number(s) (1-6) describing in which pay cycle(s) this tax 
should be withheld 


Type—the tax method used to calculate this tax—$ for a flat dollar 
amount, % for a percentage of gross income (federal tax, or state tax), or 
Table for one of the Payroll Tax Tables you set up. (Payroll Tax Tables are 
set up in Setup/Tax Tables/Payroll Tax Tables. See “Payroll Tax Tables” 
on page 80 for more information.) 


Basis— 
If you specified $ for Type, DOLLAR displays in this field. 


If you specified % for Type, select the basis upon which the percentage is 
calculated—for state tax—Gross Pay or Federal Tax; for local tax—Gross 
Pay, Federal Tax, or State Tax. 


If you specified Table for Type, a list of your tax tables displays 
automatically. Select the table that corresponds to this employee. 


Limit—the maximum annual $ amount that can be withheld for this tax for 
this employee 


Amount—the $ or % amount to be withheld from each paycheck; 0.00 if a 
Tax Table will make the calculation. 


Access the Help Index, and choose “State & Local Taxes” for a detailed 
discussion. 


To set up other scheduled deductions, enter the following information: 


G/L Account—the number of the liability account used for this 
withholding 
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You set up to use Su- 
perTrack in Setup/ 
Company/ Preferenc- 
es/General. If Super- 
Track is not an option, 
see “Setting your 
General Preferences” 
on page 31. 
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10. 


Ad. 


e Cycle—The number(s) (1-6) describing in which pay cycle(s) this tax 
should be withheld 
e¢ Type— fora fixed dollar amount, % for a percentage of gross pay, 1 if the 


deduction is calculated based on regular hours worked, 2 if based on 
overtime, 3 if based on total number of hours worked 


¢ Basis—Taxable, or the appropriate code for a tax sheltered deduction. (See 
Help for more information.) 


e Limit—the maximum annual $ amount that can be deducted for this 
deduction for this employee 


e Amount—the $, the % amount of gross pay, or the hourly rate to be 
deducted from each paycheck 


Access the Help Index, and choose “Payroll Deduction Types” for a detailed 
discussion. 


When the information on this screen is complete, save it by choosing 


Choose Save § to save this employee’s card. 
Repeat the above procedure for each employee you wish to set up. 


Press Esc or click the right mouse button to return to the One-Write Plus menu 
screen. 


Creating SuperTrack Cards 


Now that you have defined your SuperTrack Card types, you need to create the 
actual cards for tracking your information. You can have as many as 5,000 cards 
(total) for the three card types. 


You may also want to edit the titles of the fields for each card type before you start 
entering your information. SuperTrack allows you to easily customize your field 
names. 


To create a SuperTrack Card, perform the following steps: 


1. 


Select Setup /Company/List Items/Inventory, Job, etc. 


The Inventory (Job, etc.) List displays if you have any previous cards set up; 
otherwise, you'll see a blank card. 


From the list, choose to display a blank SuperTrack Card. 


A completed SuperTrack Card is illustrated below. 


For more in 


choose: 


formation, 


The Kite Store INVENTORY 


06717793 


| [s-track | [ Prev | | 


Item Code 
Item Name 
Category 
Unit of Meas Each 
Meno/Vendor RML Corproation 
Unit Cost 0.53 
Total Purch 9.00 
Unit Price 4.50 
Total Sales 6.00 
Qty Reorder 1500 
Qty on Hand 2750 
Product PRODUCT + 


Blue Paper Kite 
B 


< Edit Titles > 


Enter up to 10 characters for Card ID. 


SuperTrack Card #1 defaults are set for Inventory; Card #2 defaults are set for 


Job Costing; Card #3 titles are blank. (If you converted from a previous 
version, the defaults will reflect your previous settings.) You can accept any 


default or edit it to fit your business more precisely. 


If you wish to change any of the default field names, choose <Edit Titles>. 


The Edit Titles screen displays. 


| a a 


Item Code 


Item Name 
Category 
Unit of Meas 
Memo/Vendor 
Unit Cost 
Total Purch 
Unit Price 
Total Sales 


Qty Reorder 
Qty on Hand 
Item Type 


< Save Titles > 


< Quit > 


Enter up to 12 characters for Line 1 title. 


field. Any title on this screen can be edited. 
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4. Accept the default or type another title and press Enter to move onto the next 


53 


choose: 


When you enter 
amounts in Fields 7, 9, 
or 11 of a new card, 
SuperTrack creates a 
"Beginning Balance" 
activity entry that ap- 
pears on your Super- 
Track Activity Report. 
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10. 


When you are satisfied with your titles, choose <Save Titles>. 
You are returned to the SuperTrack Card which now reflects your new field 
titles. 


Enter the following information: Fields 1 and 2 are required; all other fields are 
optional. 


e Field 1—the ID or code (up to 10 characters) used to identify the card on 
pop-up lists and reports 


e Field 2—the descriptive name (up to 25 characters) of the card that will 
display on pop-up lists and reports 


e Field 3—a one-character status code used as a sort for reports. Enter an 
asterisk (*) in this field to delete the card and any related activity during 
file compression. 


e Field 4—user-defined descriptive information (up to 8 characters) to 
appear on cards and reports 


e Field 5—user-defined descriptive information (up to 25 characters) to 
appear on cards and reports 


¢ Field 6—any starting amount or quantity 
e Field 7—the expense to date 

¢ Field 8—any starting amount or quantity 
e Field 9—the income to date 

e Field 10—any starting amount or quantity 
e Field 11—any starting amount or quantity 


¢ Item Type—Product or Service (this field displays only on the card 
designated for Inventory) 


Choose Save 


Repeat step 6 and 7 for each SuperTrack Card you wish to set up. 
Repeat steps 1 though 7 to set up cards for a different card type. 


Press Esc or click on the right mouse button to return to the One-Write Plus 
menu screen. 


Entering 
Your 
Beginning 
Balances 


If you intend to com- 
pare your last year’s 
income statement with 
this year’s, request 
your previous year’s 
Trial Balance also. 


When you begin using One-Write Plus, you have probably been active in your 
business for a period of time. As a result, you'll have historical information that’s 
important to your current business. In this section, we'll ask about the following: 


Q Your company’s Trial Balance—the starting balances for each of your General 
Ledger Chart of Accounts 


Q Any unpaid Vendor Bills 
Q Any unpaid Customer Invoices 
Q Your Employee Year-To-Date Earnings 


Entering the Trial Balance 


One-Write Plus requires the Trial Balance from the most recent previous 
accounting period. Ask your accountant for this, or if yours is a new business, ask 
for the journal entries necessary to open your books. 


If you do not yet know your account balances, you can still begin using One-Write 
Plus to enter your daily transactions. You can enter your Trial Balance at a later 
date when your accountant supplies the information. However, your financial 
reports will not be up-to-date until you enter a Trial Balance from the most recent 
previous accounting period. 


To enter your Trial Balance, perform the following steps: 
1. Select Setup /Company /Beginning Balances. 
2. Choose Trial Balance from the pop-up. 


3. Choose Current Year Balances from the pop-up. 
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4. Select the period ending date for your Trial Balance. 


The Trial Balance screen displays a listing of all the accounts in your General 
Ledger Chart of Accounts. 


The Kite Store Trial Balance 


rw JL IL LL IL 


Trial Balance as of 12731792 
Acct No. Account Name 
fyy-00 =Checking account 
1020-00 Cash register fund 
1050-00 Savings account 
1060-00 Payroll account 
1080-00 Petty cash 

1098-00 Undeposited cash 
1099-00 Cash transfers 
1100-00 Accounts receivable 
1190-00 Allowance for bad debts 
1200-00 = Inventory 

1350-00 Prepaid expenses 
1370-00 Prepaid insurance 
1390-00 Prepaid taxes 


Running totals 


SPeoooococoeocococe 
S 


Total: 65,599. 
Out Of Balance: 12,859. 


Enter a General Ledger account # to establish a beginning ‘balance. 


Out of balance display 


5. Enter a balance amount for each account either as a debit or credit amount. 


For more information, 6, Continue typing each amount until you have entered all your account 
choose: | balances. 


If you want to delete an amount, move the block cursor to the amount and type 
0 (zero), and press Enter. 


One-Write Plus keeps a running total of your debits and credits as you enter 
each amount. It reports on the screen when your account is out of balance and 
by how much. 


7. Choose Save 


One-Write Plus posts the balance of each account to your General Ledger for 
the specified period. If you have entered unequal debit and credit balances, a 
message informs you that the out-of-balance amount is being saved to account 
#9999-00, Temporary Distributions. Consult your accountant to determine the 
best way to handle this situation. 
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Entering the previous year’s Trial Balance 


Once you have done a year-end close in One-Write Plus, it will maintain your 
previous year’s Trial Balance for all periods so that you can compare your current 
period to the same period last year on your Income Statement. 


If this is your first year with One-Write Plus and you want to be able to compare 
the two years’ balances for budgeting or forecasting, enter a Trial Balance for each 
period last year. Start with the first period of your previous year. Then work 
forward until you have entered all periods for the previous year. 


Note—This function only stores last year’s account balances for you. Entering current 
transactions, even if they are dated in the prior year, will not update these balances. 


To enter your previous year Trial Balance, perform the following steps: 
1. Select Setup /Company /Beginning Balances/Trial Balance. 
2. Choose Trial Balance from the pop-up. 
3. Choose Previous Year Balances from the pop-up. 
The Period Ending Date pop-up displays. 


4. Select a period ending date for your previous year Trial Balance. 


Begin with the first period of the year, and then work forward through each 
subsequent period of the previous year. 


The Trial Balance screen displays a listing of all the accounts in your General 
Ledger Chart of Accounts. 


5. Follow the steps in the previous section to enter your prior year period account 
balances. 


6. Repeat steps 4 and 5 above for each prior year period. 
Each period entered after the first will reflect the account balances for the 
previous period. Edit these figures as needed. 


7. Choose Save 
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Entering Open Vendor Bills 


If your starting Trial Balance showed an amount for Accounts Payable, you need 
to enter the unpaid vendor purchases that make up this amount. 


During the planning stage, you determined a cutoff date as the transition point 
from your previous accounting system to One-Write Plus. You will enter those 
items that were open as of the cutoff date. Later, when you make payments for 
these invoices, One-Write Plus can apply the payment to the appropriate invoice. 
It is not necessary to enter transactions with a balance of zero as of the cutoff date. 


If you are automating from a manual accounting system, gather and enter all of 
your unpaid vendor bills. If you are changing from another automated system, 
Print an Open Payables or Aged Payables Report from your previous accounting 
system and enter the information in One-Write Plus. Then, compare the figures on 
the original bills or your printed report with what you entered in One-Write Plus 
to ensure accuracy. 


It’s not necessary to enter each individual purchase. If you have several for a 
vendor, you may want to simply enter the open balance for that vendor as of the 
cutoff date. 


To enter Vendor Bills, perform the following steps: 


1. Select Setup/Company/Beginning Balances /Vendor Bills. 
The Set Up Vendors screen displays. 


2. Enter the Vendor ID. 


Choose or type Alt-L to display and select from your Vendor List. 


The top portion of the screen is filled in from the Vendor Card. 


For more information, 
choose: 
Help 


This distribution will 
only affect your Pur- 
chase Journal, not your 
G/L. 


The Kite Store Set Up Vendors 06/15/93 


Help| |Find | | Vendor ||Prev| |Next] |Date| |Delete| |Print] |Save 


Vendor ID: ARGS — L.B. Williams, Inc. 
Vendor Type: Vendor Balance: 2491.67 


Date Trx Ref. No. Description Pay Amount Balance 
Line No. Due Date Disc Date Disc Taken Disc Avail 
2491.67 


97/17/93, 0.00 


9.00 
0.00 


1 
< Distribute > 


< SuperTrack > < Memorize > < Apply to Bills > 


Enter the Vendor ID. ALT-L = Vendor List. 
Press Enter to move the cursor to a new transaction line. 
Enter the date for this transaction. 


Accept the default I (invoice), or enter another transaction type. 


Tell us the following information about the transaction: 

e areference number for this entry 

¢ an optional description for the transaction 

e the invoice due date and discount date 

e “H” if you want to hold this vendor’s invoices when you print checks; 
otherwise, leave this field blank. 

Enter the amount that was owed for this invoice on the cutoff date. 


The cursor moves to the Discount Available field if you have entered Due and 
Discount Dates. Accept this amount or enter another. The Discount Taken field 
is updated when a check or credit type transaction is applied to the invoice. 


When you press Enter, the distribution dialog box displays. The distribution 
account is defaulted if you specified one on the Vendor Card. 
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10. 


LT; 


12; 


13; 


14. 


Accept or override the default distribution. If no account is defaulted, enter 
the General Ledger account number(s) and the amount of each distribution. 
Choose <OK> when your distribution is complete. 


Fora list of G/L accounts, choose <Account>. Then, if you need a new account, choose 
<Add>. 


One-Write Plus asks how you want to continue— return to Set up Vendors to 
continue working on this transaction, save your transaction and allocate to 
SuperTrack, or save your transaction and go on to the next. 


Repeat this procedure for each open item you must enter. 


When you have entered all transactions for this vendor, display the card for 
the next vendor you want to enter balances for. 


Choose 


Vendor | or type Alt-L to display and select from your Vendor List. 


Repeat the above steps for each vendor with an open balance. 


When you are finished, print an Aged Payables Report or an Open Payables 
Report to see your open vendor balances. (See “Aged Payables” on page 240 
and “Open Payables” on page 242 for more information.) 


The total from this report should equal your previous system’s totals and your 
Accounts Payable balance on your Balance Sheet as of your cutoff date. 


Correct any differences in totals before proceeding. 


Press Esc or click on the right mouse button to return to the One-Write Plus 
menu screen. 


Your vendor history is now complete. 


Entering Open Customer Invoices 


If your starting Trial Balance showed an amount for Accounts Receivable, you 
need to enter the outstanding customer invoices that make up this amount. 


During the planning stage, you determined a cutoff date as the transition point 
from your previous accounting system to One-Write Plus. Enter all items that were 
open as of the cutoff date. Later, when you receive payments for these invoices, 
One-Write Plus can apply the payment to the appropriate invoice. It is not 
necessary to enter transactions with a balance of zero as of the cutoff date. 
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For more information, 
choose: 


If you are automating from a manual accounting system, gather and enter all of 
your unpaid customer invoices. If you are changing from another automated 
system, Print an Open Invoice or Aged Receivables Report from your previous 
accounting system and enter the information in One-Write Plus. Then, compare 
the figures on the original invoices or your printed report with what you entered 
in One-Write Plus to ensure accuracy. 


To enter your open customer invoices, perform the following steps: 


1; 


Select Setup /Company /Beginning Balances/Customer Invoices. 


The Set Up Customers screen displays. 


Enter the Customer ID. 


Choose or type Alt-L to display and select from your Customer List. 


The top portion of the screen is filled in from the Customer Card. 


06715793 


save | 


THE KITE STORE ~ Set Up Customers 


fel ll Lommel 


Customer ID: {GRD N-Yankee Hobby & Craft 
Customer Type: Customer Balance: 750 .00 


Date Trx Ref. No. Description Sls Amount Balance 
Line No. Due Date Disc Date Disc Taken Disc Avail 


06/15/93 


Print 


Date 


Delete 


J38-3923-32 
07/15/93 


750.00 750.00 
-00 


-00 
-00 


-60 
00 


-00 
-00 


< SuperTrack > < Memorize > < Apply To Invoices> < Distribute > 
Enter the Customer ID. ALT-L = Customer List. 


Press Enter to move the cursor to a new transaction line. 
Enter the date for this transaction. 


Accept the default I (invoice), or enter another transaction type. 
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For more information, 
choose: 


This distribution will 
only affect your Sales 
Journal, not your G/L. 


For a list of G/L ac- 

counts, choose <Ac- 
count>. Then, if you 
need a new account, 
choose: 
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10. 


ii. 
12. 


13. 
14. 


Tell us the following information about the transaction. You can accept or 
override any defaulted field. 


¢ areference number for this entry 

e an optional description for the transaction 

e the invoice due date and discount date 

e the initials of the salesperson associated with this customer 

Enter the Amount—the transaction amount. If this is an invoice, enter the 
balance due, not the original amount. 


The cursor moves to the Discount Available field if you have entered Due and 
Discount Dates. Accept this amount or enter another. The Discount taken field 
is updated when a payment or credit type transaction is applied to this invoice. 


When you press Enter, the distribution dialog box displays. The distribution 
account is defaulted if you specified one on the Customer Card. 


Accept or override the default distribution. If no account is defaulted, enter 
the General Ledger account number(s) and the amount of each distribution. 
Choose <OK> when your distribution is complete. 


One-Write Plus asks how you want to continue— return to Set up Customers 
to continue working on this transaction, save your transaction and allocate to 
SuperTrack, or save your transaction and go on to the next. 


Repeat this procedure for each open item you must enter. 
When you have entered all transactions for this customer, display the card for 


the next customer you want to enter balances for. 


Choose : et} or type Alt-L to display and select from your Customer List. 


Repeat the above steps for each customer with an open balance. 


When you are finished, print an Aged Receivables Report or an Open 
Receivables Report to see your open invoice balances. (See “Aged 
Receivables” on page 258 and “Open Receivables” on page 260.) 


The total from this report should equal your previous system’s totals and your 
Accounts Receivable balance on your Balance Sheet as of your cutoff date. 


Correct any differences in totals before proceeding. 


Press Esc or click on the right mouse button to return to the One-Write Plus 
menu screen. 


Your customer history is now complete. 


Canadian Users 


Please reference the 


One-Write Plus Cana- 
dian Payroll manual 
for this information. 


For more information, 
choose <Help>. 


Entering Employee Year-to-Date Totals 


One-Write Plus needs to have complete payroll records for each employee for the 
entire year in order to produce accurate tax forms and reports. 


You can enter payroll history into One-Write Plus in either detail (paycheck by 
paycheck) or summary form. Summarizing your employee information by quarter 
or even with a total year-to-date figure can save you a lot of time. 


One-Write Plus does not update the General Ledger with payroll history, since the 
G/L was already updated when you entered your Trial Balance. 


For each employee, you enter year-to-date information starting with the first 
period of the year and working forward until you have reached the current period. 


To enter employee year-to-date earnings, perform the following steps: 


1. Select Setup /Company/Beginning Balances/Employee YTD Earnings. 
The Payroll Session Information pop-up displays. 


2. Enter the following information: 


e Check Date—The date of the paycheck, or the last paycheck date of the 
period you are entering totals for 


¢ Pay Period Duration—Year-to-Date is the only selection. 


¢ Pay Period Starting Date—The starting date for the period you are 
recording 


¢ Pay Period Ending Date—The ending date for the period you are 
recording 


¢ Pay Cycle—Press Enter to accept 1. When entering totals, the cycle is not 
used. 
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999.99 (hours) is the 
maximum number 
you can enter. 
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When your entries are correct, choose <Save>. 


The Set Up Employees screen displays. 


The Kite Store ‘Set Up Employees 06715793 


Help| |Find | | [emptoyee [Frew Next | |Date] |Delete| |Print] |Save 


Date |Check No.|Check Issued To Hours | Gross Pay Net Pay 


106715793 Edward J. Johnson 


/ Enployee 1): Checking account 


| Date Check No Pay to the order of Gross Pay 
| 06/15/93 0. 


210811919998; 33 123456 3n™ Signature 


—I Bank Balance > 


< Earnings > < W/H Taxes > < Deductions >» < SuperTrack > < Distributions > 
Enter the Employee ID. ALT-L = Emplouee List. 


Enter the Employee ID. 


Choose muds | or type Alt-L to display and select from your Employee List. 


The Employee name and address is filled in for you. 


The date defaults to the one you entered on the previous screen, but you can 
override it and enter another. 


Enter the Check No—The number of the check or the letters YTD. If you leave 
this field blank, “TOTALS” is entered here. 
The Earnings pop-up displays. 


Enter the following information: 


¢ Regular Pay—The total number of regular hours worked and amount 
earned in this period 


e¢ Overtime Pay—The total number of overtime hours worked and amount 
earned in this period 


If you set up an Other Pay account for this employee, the account name will 
display on this screen. 


For more inform 
choose: 477 » 


ation, 


10. 


Ti. 


72. 


13: 


14. 


15. 


Enter the total amount of Other Pay earned in this period. 


Choose Additional Other Pay to enter any additional other pay earned in this 
period. Choose <OK> to return to the Deductions dialog box. 


One-Write Plus totals the hours and amounts. 


Choose <OK> when you have verified the totals. 


The Withholding Taxes pop-up displays. 


Enter the total amount of each withholding for the period. 

e Federal withholding tax payable 

e Social Security tax payable 

e Medicare tax payable 

e (State withholding taxes payable) 

e (Local withholding taxes payable) 

Total Withholding Taxes is calculated by One-Write Plus. 

After entering the totals and verifying the entries, choose <OK>. 
The Deductions pop-up displays the deductions that you specified on the 
Employee Card. 

Enter the total amount of each deduction for the period. 


Choose Additional Other Deductions to enter any additional deduction made 
in this period. Choose <OK> to return to the Set Up Employees screen. 


After entering the totals and verifying the entries, choose <OK>. 


One-Write Plus displays the calculated Gross Pay and Net Pay. Verify that 
these amounts are correct 


To save the entry, choose 


One-Write Plus ask how you want to continue—save your transaction, save 
and hot print this paycheck, save and allocate to SuperTrack, or return to Set 
Up Employees. 


When you have completed the entry for this employee, press Alt-F8 to bring 
up the next eligible employee, and repeat the above steps for each employee 
who worked in the specified period. 


To enter an additional period of your previously posted payroll information, 
press Esc or click the right mouse button to exit to the menu screen, and repeat 
the above procedure starting at step 1. 


Your Payroll Journal and Employee Cards are now updated with payroll history. 
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Setting up 


Your Control 
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Accounts 
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Print the Payroll Journal, Payroll Analysis, and Payroll Quarterly 941 reports and 
verify the total amounts by comparing them to those you entered for each 
employee. For information about printing these reports, see “Payroll Reports” on 
page 262. 


After setting up your General Ledger Chart of Accounts, you designate certain 
accounts as control accounts. One-Write Plus is a double-entry accounting system, 
but only requires you to make one entry. The Control Account is the other side, or 
the automatic offset, to the entered transaction. One-Write Plus treats these control 
accounts in a special way, automatically calculating their balances and fitting them 
appropriately into your business’ financial picture. 


Control accounts are defaulted for you based on the Chart of Accounts you 
selected during setup, but you should check them and make any necessary 
changes. You can change them later and they will affect any subsequent 
transactions processed—even voided transactions, so be careful! 


To set up your control accounts, perform the following steps: 


1. Select Setup/Company/Control Accounts. 
The Enter Control Accounts screen displays. 


0671593" 


Account Description 


Enter Control Accounts — 


| || | | | 


CONTROL ACCOUNT 


New Company 


Equity ~ Net Worth 

Accounts Payable 

Purchase Discounts 

Accounts Receivable 
Customer Security Deposits 
Paynent Discounts 

Finance Charges 

Freight Charges 

Payroll Federal Withholding 
Payroll Social Security Withholding 
Payroll Medicare Withholding 


Retained earnings 
Accounts payable 
Purchases discounts 

Accounts receivable 

Customer security deposits 
Sales discounts 

Finance charge income 

Freight & delivery 

Federal witholding tax payable 
Social Security tax payable 
Medicare tax payable 


For more information, 
choose: 


To see a list of 
choose: ¢ 


2. Accept the default or enter another account number for each of the following 
control accounts. Some may not be required for your company, or if you’re 
using cash-basis accounting. 


e Equity /Net Worth—required before Close Year can be run 

e Accounts Payable—required for accrual-basis vendor entries 

e Purchase Discounts—required for vendor payment discounts 

e Accounts Receivable—required for accrual-basis customer entries 


e Customer Security Deposits—required for accrual-basis customer security 
deposits 


e Payment Discounts—required for customer payment discounts 

e Finance Charges—required for accrual-basis customer finance charges 
e Freight Charges—required for charging freight on customer invoices 
e Payroll Federal Withholding—required for paying employees 

¢ Payroll Social Security Withholding—required for paying employees 
e Payroll Medicare Withholding—required for paying employees 


Canadian users 


Your payroll control accounts are the following: 


e Income Tax Payable 
e CPP/QPP Payable 
e = CPP/QPP Withholding 


3. Tosave your entries, choose _ 


Setting Up Your Company 67 


68 


Chapter2: Setup 


Setting Up Your Printer 


One-Write Plus automatically assumes that you are using a parallel, dot-matrix 
printer connected to port LPT1 because this is the most common configuration. If 
you have a different type of printer, refer to your printer manual for the correct 
values to enter in the following procedure. 


From the Setup/Printer menu, you can set up two different printers in One-Write 
Plus: 


Printer a ||iremeen 
Printable Forms Printer 2 


Tax Tables 


Printer Setup is contained in two screens. Screen 1 asks you to confirm some 
settings for your printer needed to print your checks, forms, and reports. Screen 2 
allows you to customize more advanced printer settings—these may not be 
important to you. All of the fields on these two screens are displayed in this 
section. In addition, Help is available to provide you with more detailed 
information when you need it. 


To change the default printer settings, perform the following steps: 


1. Select Setup/Printer (Printer 1 or Printer 2). 
The Printer #1 or #2 Setup screen displays. 


For more information, 
choose: oe 


New Company Printer #1 Setup 


Printer Name Printer #1 

Printer Manufacturer Generic Dot Matrix 
Printer Type Dot Matrix 
Printer Port 


Advances you to Displays a list Prints a test 
the next screen. of printers. print pattern. 


Tell us the following information about your printer: 


Name of Printer #1—Printer #1 

Printer Manufacturer, Make, and Model 

Printer Type—Dot Matrix, Laser, or Ink Jet 

Printer Port—LPT1, LPT2, LPT3, COM1, COM2, COM3, or NONE 


The following fields display only if you selected COM1, 2, or 3 


To view or modify the more advanced settings, choose Cust 


The Printer Custom Settings screen displays. 


Baud Rate —9600, 4800, 2400, 1200, or 300 
Parity —Even, Odd, Mark, or None 

Data Bits —7 or 8 

Stop Bits—1 or 2 


Options—Leave this field blank unless you are instructed to enter a value 
by your support rep. 
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For more information, 


choose: , 


70 


Chapter2: Setup 


Yeu Company Printer #1 Custom Settings 


Page Length (in lines) 
Printable Lines Per Page 
Carriage Width 

Form feed support? 


Initialization String - Forms 
Initialization String - Reports 
Termination String — Forms 
Termination String - Reports 


Additional Top Margin - Forms 
Additional Top Margin - Reports ; , 
lick on this 


button for a 
printer test. 


Help | Cancel | | Test | | Save | 


Enter your ; i 60 for laser, 66 for dot matrix. 


Tell us the following special information about your printer: 

e Page Length (in lines)—60 for laser printers; 66 for dot matrix 

e Printable Lines Per Page—60 for laser printers; 66 for dot matrix 
¢ Carriage Width—80 for narrow printers; 132 for wide printers 

¢ Form Feed Support?—’Yes,” or “No.” 


If you answer No, One-Write Plus will always count the number of lines 
between each form to ensure proper printing. 


¢ Initialization String - Forms—up to 40 characters 
¢ Initialization String - Reports—up to 40 characters 
e Termination String - Forms—up to 40 characters 

e Termination String - Reports—up to 40 characters 
¢ Additional Top Margin - Forms 

¢ Additional Top Margin - Reports 


When you are satisfied with your selections, choose 


Setting Up Your Printable Forms 


In this section, we'll ask you for some specific information about the way you want 
One-Write Plus to print your forms. 


All your forms are set up from the Setup/Printable Forms menu. 


Setup 


== 


Paychecks 
Fayrail 1099 Forns 
Payroll U-Z Forms 
Receipts 

Statements 


Each selection from the Printable Forms Menu takes you to a Forms Setup screen 
asking for information about: 


Q the primary printer you will be using for this form 


Q any additional information such as memos or return addresses you want to 
have printed on the form 


Othe type of form 
For each form setup, perform the following steps: 


1. Select Setup /Printable Forms /(Checks, Invoices, etc.) 
The Form Setup screen displays. 
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The Kite Store Form Setup - Checks 


LIL IL IL LIL ILI 


Default Printer SSiiiowesm® t Laser 

Form Type for Checks NEBS/OWP-13021-8%x11-Multipurpose Che 
Print Vendor or Check Memo on Stub? No £ 
Print Return Address on the Check? No £ 


Save 


Help 


Displays a pop-up 


list of possible 
[ raat ional ‘orn Types forms compatible 
with your printer. 


Choose the printer for this form. 


2. Enter the requested information by toggling the Spacebar to display the 
desired choice, and press Enter to advance to the next field. 


The Form Type for Checks (Invoices, etc.) field is display only. It defaults to a 
form compatible with the selected printer. 


3. To select a form type other than the default, choose _ Additional Form Types 


Then highlight the form type you will be using, and press Enter to select it. 


4. Choose Save # when you are satisfied with your selections. 


The options for each field are listed for you in this section. For more information 
about the forms available, refer to the forms information that came with this 
package. 


Canadian Users 


Not all forms listed 
here are supported in 


the Canadian version. 
Call 1-800-461-7572 for 
the appropriate list. 


For more information, 


choose: « 


or  ——————————— 


Checks 


Following are the fields on the Check Forms Setup screen. The first option listed is 


the default. 


Checks Setup Field - : 


Description 


Default Printer 


Printer #1—Dot Matrix 
Printer #2 —Laser 
he 


Form Type for Checks 


Dot Matrix check forms: 
NEBS 9261 

NEBS 9024 

NEBS 9262 

NEBS 13182 

NEBS 13400 

NEBS 13402 
FORMS PLUS 13500 
FORMS PLUS 13502 
Laser check forms: 
NEBS 13021 

NEBS 13195 

OWP 13401 

OWR 13403 

FORMS PLUS 13501 
FORMS PLUS 13503 


Print Vendor or Check Memo on 
the Remittance Stub 


No, Yes 


| Print Return Address on the 
| Sheds 


No, Yes 
wile 


Invoices 


When you select Setup/Printable Forms/Invoices, a message prompts you to 
choose among three styles: Inventory, Professional, and Service. The fields on 
these setup screens are described below. The first option listed is the default. 


Invoice Setup Fiel 


Default Printer for Invoices 


Printer #1—Dot Matrix 
Printer #2 —Laser 
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Form Type for Invoice 


Print Return Address on Invoices 


Inventory invoice forms: 
Dot Matrix: 


NEBS 9116 

NEBS 9042 

NEBS 13190 

OWP 13410 

NEBS 13226 

OWP 13412 

NEBS 13199 

OWP 13411 

NEBS 13178 

OWP 13408 

FORMS PLUS 13506 
FORMS PLUS 13507 
FORMS 13508 
FORMS PLUS 13519 
Laser: 

NEBS 13107 

NEBS 13187 

OWP 13409 

FORMS PLUS 13505 
Service invoice forms: 
Dot Matrix: 

NEBS 9322 

NEBS 13189 

OWP 13406 

NEBS 13175 

OWP 13407 

FORMS PLUS 13510 
FORMS PLUS 13511 
Laser: 

NEBS 13106 

NEBS 13186 

OWP 13405 

FORMS PLUS 13509 
Professional invoice forms: 
Dot Matrix: 

NEBS C3643 

OWP 13419 

FORMS PLUS 13516 
Laser: 

NEBS 3643 

OWP 13422 

FORMS PLUS 13517 


No, Yes 


Print Co. Tax ID Number on 
; No, Yes 
Invoice Forms 
Print Titles on Invoices No, Yes (prints header field titles) 
ORDER and SHIP Column 
Labels (Inventory style setup Enter other titles for these columns, if you wish. 
only) | 
Use Pre-Numbered Invoice Yes, No 
Forms | 
Last teceien MeniberUbed One-Write Plus will increment this number with 
each invoice created. a23) 
at: 
Paychecks 


Following are the fields on the Paycheck Forms Setup screen. The first option listed 
is the default. 


Canadian Users 


Please reference the 
One-Write Plus Cana- 


dian Payroll manual 
for Payroll form infor- 
mation. 


Printer #1—Dot Matrix 


eas eee Printer #2 —Laser 


a 


Dot Matrix paycheck forms: 
For more information, NEBS 9261 


choose: NEBS 9263 
Form Type for Paychecks st im 13504 
NEBS 9261 


Laser paycheck forms: 
NEBS 13021 


Payroll 1099s 


Following are the fields on the 1099 Forms Setup screen. The first option listed is 
the default. 


Printer #1—Dot Matrix 
Printer #2 —Laser 


Default Printer for 1099 Forms 
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Dot Matrix 1099 forms: 
NEBS 9857 

Form Type for 1099s NEBS 9858 
Laser 1099 forms: 
NEBS 12437 


Payroll W-2s 


Following are the fields on the W-2 Forms Setup screen. The first option listed is 
the default. 


Printer #1—Dot Matrix 
Printer #2 —Laser 


a Tp Matrix W-2 forms: 


NEBS 9859M—3-part Employee Set 
NEBS 9850—4-part single 

NEBS 12430M—4-part Employee Set 
NEBS 9851—6-part single with carbons 
NEBS 9852—6-part single carbonless 
JEBS 9859—6-part twin 

Hero Type San Vee JEBS 12430—8-part twin 


Default Printer for W-2s 


N 
N 
NEBS 12444—4-part, 2 wide 

NEBS 12433—4-part, 2 wide mailer 
NEBS 9860—6-part, 2 wide 

NEBS 12448—8-part, 2 wide 

Laser W-2 forms: 


[_ NEBS 12432—single width 
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For more information, 
choose: 


Canadian Users 


Not all forms listed 
here are supported in 


the Canadian version. 
Call 1-800-461-7572 for 
the appropriate list. 


nnn LUE EEE EEE 


Receipts 


Following are the fields on the Receipt Forms Setup screen. The first option listed 


is the default. 


Default Printer for Receipts 


Printer #1—Dot Matrix 
Printer #2 —Laser 


Form Type for Receipts 


Dot Matrix Receipt forms: 
NEBS 9328-A 
NEBS 9328-B 
NEBS 13207 
OWP 13421 
FORMS PLUS 13514 


Laser Receipt forms: 
NEBS 3603 


Print Return Address on 
Customer Receipts 


Yes, No 


—_|_ 


Statements 


Following are the fields on the Statement Forms Setup screen. The first option 
listed is the default. 


‘Statements Setup Field 


Default Printer for Statements 


Printer #1—Dot Matrix 
Printer #2 —Laser 


Form Type for Statements 


2 Dot Matrix Statement forms: 
NEBS 9066 

NEBS 13103 

NEBS C3603 

NEBS 13191 

OWP 13415 

FORMS PLUS 13513 
Laser Statement forms: 
NEBS 3603 

NEBS 13105 

NEBS 13188 

OWP 13414 

FORMS PLUS 13512 


Print Return Address on 
Statements 


No, Yes 


Print Zero Balance Statements No, Yes 
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Setting Up Your Tax Tables 


In this section, we'll ask you for some specific information about the way you want 
One-Write Plus to compute your sales and payroll taxes. 


Your sales tax and payroll tax tables are set up from the Setup /Tax Tables menu. 


Setup 


Sales Tax = Youcanenter sales tax information into One-Write Plus for all the various state and 
Tables local taxes that apply to your customers. Each sales tax table is then added to the 
Sales Tax Table List which you can display when recording an invoice. Simply 
select the appropriate table from the list, and One-Write Plus calculates your sales 
taxes. 


If you enter a sales tax ID on the Customer Card, it will come up as the default each 


‘anadian Users . : : 
Canadian Dee time you record an invoice for that customer. 


Sales Tax refers to the 
Provincial Sales Tax. | To add a sales tax table, perform the following steps: 


The GST is separate 


ae identified distinct- | 1 Solect Setup /Tax Tables /Sales Tax Tables. 


The Sales Tax Table Setup screen displays. 
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After your initial set- 
up, the Sales Tax Ta- 
ble List will display 
first. Choose <Add> 
to display the Setup 


screen. 


To see a list of accounts 


choose: 


For more information, 
choose: gaa 
Heb 


The Kite Store Sales Tax Table Setup 


ee Ses 


Sales Tax ID MAL) 
Sales Tax Name Mass-1 
Sales Tax Rate 5.0000 
Sales Tax GL Account 2190 Sales taxes payable 
Sales Tax on Freight? No t 


[save 


Enter up to a 3-character ID for this sales tax. 


Enter the following information: 


e Sales Tax ID—a three-character ID 


This ID will display on the Sales Tax List when you are entering invoices. 


e Sales Tax Name 
e Sales Tax Rate 
Sales Tax GL Account 


e Sales Tax on Freight?—’Yes” or “No” 


e Sales Tax on GST Tax?—” Yes” or “No” (This question only displays if you 


are using the Canadian version of One-Write Plus.) 


Choose | § . when you have completed your entry. 


Now when you enter an invoice for a taxable product, One-Write Plus 
automatically calculates the appropriate taxes. 
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Payroll Tax 
Tables 


Canadian Users 


Please call 1-800-461- 
7572 for a separate 
One-Write Plus Cana- 
dian Payroll product. 


Reference the OWP 
Canadian Payroll 
manual for this infor- 
mation. 


Access the Help In- 
dex, and select “Pay- 
roll Tax Tables” for 
more information. 
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a ay 


You cannot begin to record employee checks until you tell us how to compute 
federal, state, and local taxes. This section describes how to enter that information. 
After that, One-Write Plus automatically calculates withholdings for your 
employees each pay period. Then, if you receive notification that your tax rates 
have changed, or if a new employee requires additional tax computation, you 
return here to update your payroll tax table information. 


Important—Because laws change frequently and vary from state to state, and because 
specific accounting advice is beyond the scope of this book, we urge you to consult your 
accountant if you are unsure of how to address a specific payroll situation. You are re- 
sponsible for filing accurate tax information. Government agencies can assess substantial 
penalties for inaccurate or incomplete payroll tax reporting. 


When you select Setup /Tax Tables /Payroll Tax Tables, a message asks if you want 
to update your tax tables automatically or manually. 


If you select to update automatically, you will update with federal, state, and local 
tax data provided by One-Write Plus. 


If you select to update manually, you will enter the federal, state, and local tax 
information yourself. 


Automatic Update 


Through automatic update, you can bring in federal, state, and local tax 
information either with the initial tax data contained in your One-Write Plus 
software, or a Tax Table Update Service diskette if you are a subscriber. 


To automatically update your payroll taxes, perform the following steps: 
1. Select Setup/Tax Tables/Payroll Tax Tables. 


2. Select the option to update automatically. 
The One-Write Plus Payroll Tax Tables screen displays. 


3. Press Enter, and a list of your companies pops up. 


4. Choose the company you wish to update. 
The following message displays: 
Reading existing tax table information... 


The Payroll Tax Tables screen displays. Below is a sample screen where several 
tax tables have already been added. 


Automatic update feature Brings up a list of tax tables 


The Kite Store Payroll Tax Tables 


Help Auto | \[ Tables [pate | 


Update FICA Rates and Limits ¥ = Cena | pints Federal Tax Tables ¥ £ (1993) 


MAO1 | 1292 | Massachusetts W/H - 0 Exemp(Full Time Student) >7999 Gros t 
MAOZ 1292 Massachusetts W/H - 1 Or More Exemp - > $7,999 Gross 

MAO3 | 1292 | Massachusetts W/H - 0 Exemp(Not Full Time Student) 

MAO4 1292 Massachusetts W/H -<$8,000 FullTime Student 1 Or More Exe 
NHO1 | 0000 | New Hampshire W/H - (No Tax) 

CTO1 | 0192 | Comecticut W/H - Single/Married-Separate(Up To $59,020) 
CT02 | 0192 | Connecticut WH - Single/Married-Separate(Over $59,020) 
CTO3 | 0192 | Connecticut W/H - Head of Household(Up To $64,012) 

CTO4 0192 Connecticut W/H - Head Of Household(Over $64,012) 

R101 | 0193 | Rhode Island WH - Single/Head Of Household 

R102 | 0193 | Rhode Island W/H - Married, Joint 

MEO1 | 0193 | Maine WH - Single 

MEOZ | 0193 | Maine WH - Married, Joint 

MEO3 | 0193 | Maine W/H - Married, Two Incomes 


Enter the table ID. ALT-T = Table list. 


5. Update your tax information: 


Q If you only need to update exisiting tax information and tables, follow 
these steps: 


a. Choose Auto } 


Caution—If you se- You are asked whether you want to update Federal, FICA, and State 
lect to automatically or State Tables only. 

update your federal 

totpemavion-rath he b. Accept the default B (both), or toggle the Spacebar to select S (state 


following year’s data 
in the current year, 
One-Write Plus will 


display a warning. c. Choose OK 


A message informs you that the tax table changes have been recorded 
for the selected company. 


tables only). 
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For more information, 


choose: , 
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d. Choose 


again. 


All the State tables previously added to this company are now 
updated with the most current information. 


You are returned to the Tax Tables menu screen. 


If you want to selectively update your tables, follow these steps: 


a. 


Select whether you want to update FICA Rates and Limits (Y or N ). 
Choosing Yes for this option will not update SUTA wage limits. 


Select whether you want to update the Federal Withholding Tax 
Tables FD01 and FD02. (Y or N). 


To add anew tax table, position the cursor on the first blank line in the 
tax table list. 


To update an existing table, position the cursor on the four-character 
ID code of that table. 


Choose Tables | to pop up a list of tax tables. 


The Kite Store Payroll Tax Tables 


| [ tabies 


I1D—Revised—Tax Table Name 


AKO1 0000 Alaska W/H - (No Tax) 

ALOL 0291 Alabama W/H - Single <= 7,500, 0 Exemp 

ALOZ 0291 Alabama WH - Single > 7,500, 0 Exemp 

ALOZ 0291 Alabama WH - Single <= 

ALO4 0291 Alabama W/H - Single > 7,500, 1 Or More Exemp 

ALOS 0291 Alabama WH - Married, Joint <= 15,000, 0 Exem 
0291 Alabama WH - Married, Joint > 15,000, 0 Exemp 


0291 Alabama WH - Married, Joint <= 15,000, 1 Or M 
0291 Alabama WH - Married, Joint > 15,000, 1 Or Mo 
0791 Arkansas W/H - No Exemp 


« Esc = Cancel » 


e. Select the table you want to add or update. 


The tax table ID and the description are added to the list, and the 
cursor moves down to the next available table. 


f. Repeat steps a through e until you have added or updated all the 
tables your company requires. 


g. Choose © Save to save your changes. 


The tax table information is loaded into the tax table files, creating a new 
table, or overwriting the existing tax table with the updated information. 
A message informs you that the changes affect only the company selected. 


h. Choose OK | to return to the One-Write Plus menu screen. 


Be sure to update any Employee Cards affected by a new or replaced tax table. See 
“Creating Employee Cards” on page 48 for detailed instructions. 


We monitor tax laws for changes on a perpetual basis, and update the tables. If you 
wish, you can subscribe to our Tax Table Update Service which would provide you 
with updates on a regular basis. Call 1-800-388-8000 for information about 
subscribing to the Tax Table Update Service. 


Note—The tax table information provided by One-Write Plus has been calculated to a 
high level of accuracy. The taxes calculated may differ slightly from manual calculations. 
These variations are normal, and will amount to less than a 1.5% annualized variance (or 
$25.00) in withholding for employees earning up to $70,000 annual salary. If the variation 
exceeds this, please contact technical support to verify that your other settings for em- 
ployees and deductions are properly established. Do not modify the supplied tax tables. 
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Manual Update 
Through manual update, you can verify and update: 


OQ Federal tax information—all of the FICA rates and wage limits, and the data in 
Federal Tables A and B (the annualized federal withholding tax tables for 
single and married employees) 


1 State and local tax information 


Federal tax information 
To verify and/or update federal tax information, perform the following steps: 
1. Select Setup/Tax Tables/Payroll Tax Tables. 


2. Select the option to update manually. 


The Setup Payroll Tax Tables - Section 1 screen displays. Below is a sample 
completed screen. 


Setup =a Tax Tables — Section 1 ~~ 


Federal Employer ID 
State Employer ID 


FICA Rates - Employee Share: 
Social Security Portion of FICA Rate 
Medicare Portion of FICA Rate 


FICA Rates - Employer Share: 
Social Security Portion of FICA Rate 6.200 
Medicare Portion of FICA Rate 1.450 


Secial Security Wage Limit 60,600 .00 
Medicare Wage Limit 3,999,999.99 


Federal Unemployment Tax (FUTA) Wage Limit 7,000.00 
State Unemployment Tax (SUTA) Wage Limit 7,000 .00 


The data in the FICA, FUTA, and SUTA tax tables is current for the year in which 
your copy of One-Write Plus was issued. You should check this data against the 
latest copy of the federal government's Circular E, “Employer’s Tax Guide.” 
Anytime you receive a new Circular E Guide, be sure to verify the FICA, FUTA, 
and SUTA tax tables in One-Write Plus, and make any necessary changes. 


For more information, 
choose: 


You must use annual- 
ized tax tables regard- 
less of whether you 
pay your employees 
on a weekly, bi-week- 
ly, or other basis. 
One-Write Plus will 
use the annualized 
data to calculate taxes 
for the basis you 
choose. 


Verify the following information. 
e Federal Employer ID 
e State Employer ID 


e FICA Rates-Employee Share—The percentage of each paycheck the 
employee contributes to FICA— the Social Security portion and the 
Medicare portion. 


e FICA Rates-Employer Share—The percentage of each paycheck your 
company contributes to FICA— the Social Security portion and the 
Medicare portion. 


e Social Security Wage Limit—The dollar amount of an employee’s annual 
gross pay at which he or she stops paying Social Security tax 

¢ Medicare Wage Limit—The dollar amount of an employee’s annual gross 
pay at which he or she stops paying Medicare tax 

e Federal Unemployment Tax (FUTA) Wage Limit—The dollar amount of 
an employee’s annual gross pay at which he or she stops paying this tax 


¢ State Unemployment Tax (SUTA) Wage Limit—The dollar amount of an 
employee’s annual gross pay at which he or she stops paying this tax. The 
SUTA limit is not updated by the Tax Tables. You must enter a figure here. 


Press Alt-N or click the Next button to move to Table FD01-The Federal Tax 
Table for Single Persons. 


The Kite Store 


Setup Payroll Tax Tables 


Standard Deduction Limit 
Amual Exemption Amount 
Annual Credit Amount 


0.00 
2,350 .00 
69.00 


If The Amount Of Wages Is 


The Amount Of Income Tax 


Help [ f Tables ||Prev Date [ || | [seve 

Table ID Revised On 0193 

he Pe Federal WH - Single Pops upa list of eT 

% of Basis the tax tables that 0.00000 

Standard Deduction fmount yourne-added, 0.00 || (This data is 


current for 
the year in 
which your 


Over But Not Over To Be Withheld Is: Of The Excess Of copy of One- 
0.00 2,525.00 0.00 Plus 0.00000 0.00 rf] Write Plus 
2,525.00 23,450 .00 0.00 Plus 15.00000 ~ 2,525.00 | was issued. 
23,450.00 48,975.00 3,138.75 Plus 28.00000 ~% 23,450 .00 E 
48,975.00 999,999.99 10,285.75 Plus 31.00000 ~% 48,975.00 
Plus % a 
Plus % 4 


Enter the 4 character ID. (Ex. ALO - Alabama’s first table) 
Edit any field you want to change. 


Press Alt-N or click the Next button to move to Table FD02-The Federal Tax 
Table for Married Persons. 
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Each state and locali- 
ty publishes its own 
payroll tax guide- 
lines. Be sure to read 
these guides thor- 
oughlybefore setting 
up the tax tables. 
They are the major 
sources of payroll in- 
formation required 
by One-Write Plus. 
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7. Compare the figures listed on the screen with the annualized tax table for 
married persons in the Circular E Guide, and change any figures that do not 
match. 


To continue with state and local tax setup, move to the next table by pressing 
Alt-N or clicking on the Next button. 


to return to the 


8. When you have completed your tax setup, choose _ ‘Save 


One-Write Plus menu screen. 
State and local tax information 


If your state and/or local government assesses taxes on income, you will need to 
enter that information into One-Write Plus. It is important that you study your 
state and local payroll tax guides to determine the requirements. 


State and local governments calculate tax liability in different ways. Taxes can be 
based on: 


A fixed dollar amount for each employee, 
(1 A percentage of gross income, 


4 A percentage of federal or state tax, or 


1 One or more annualized tax tables. 


If your state and local taxes are a fixed amount, or based on a percentage of an 
employee’s gross income or tax amount, you enter state and local tax information 
directly on an Employee Card. (See “Creating Employee Cards” on page 48.) 


However, if your state or local government uses annualized tax tables to compute 
taxes, please continue reading. 


If you need to manually enter state or local tax table information, then complete 
the rest of this section, and fill in the required information. 


You can define up to 24 state or local tax tables in each company. Remember to use 
annualized figures. 


To enter state and local tax information, perform the following steps: 


Select Setup/Tax Tables /Payroll Tax Tables. 


Select the option to update manually. 


3. Press Alt-N or click the Next button to move through the federal and state tax 
tables until the first blank table displays. 


For more information, 
choose: 


Some states supply 
tax tables with the 
standard deduction or 
withholding allow- 
ance “built in” to the 
lines of the tax table. 
In these cases, be sure 
to set Standard De- 
duction Amount and 
Annual Exemption to 
zero. Otherwise, One- 
write Plus will use 
them twice in the tax 
calculations. 


Fill in the following information: 


Table ID—A four-character ID for this table. The first two characters are 
the state abbreviation, the next two characters are the table number. We 
recommend that you conform to this numbering scheme and begin your 
custom tables with table number 50 or above to prevent future conflicts 
with the Tax Table Update Service. 


Revised On—a four-character date indicating the last revision 


Name—a 59-character name for this table 


Wage Basis— Gross, Net of Federal, Net of FICA, Net of State, Federal Tax, 
FICA Tax, or State Tax 


% of Basis—Percentage used by this state to compute taxes 
Standard Deduction Type — $ or % 


Standard Deduction Amount—the annualized standard deduction for this 
filing status 


Standard Deduction Limit—the cap on the Wage Basis after which the 
Standard Deduction will no longer apply 


Annual Exemption Amount— the amount for one exemption allowance 


Annual Credit Amount—The annual credit for each exemption allowance 


5. Fillin the tax rate table figures. 


You can enter up to 50 lines of tax rate information. 


When you enter the last line of the tax rate table, enter the largest possible 
amount in the second column titled BUT NOT OVER: 999,999.99. This signals 
that all wages above this line’s lower limit should be computed using this tax 
rate. 


6. Repeat steps 3, 4 and 5 for each state or local tax table that you need to set up. 


Note—If you have more than one standard deduction for a filing status, you will use the 
same tax rates more than once. For example, if married employees can have a standard de- 
duction of $2000 or $2500, you will create two tables differing only by the STD DED. 


7. Choose 


to save all tables. 
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Setting Up Your System 


Many aspects of your system, such as a custom backup command for a tape drive, 
have been defaulted for you. At this point you may want to view these default 
settings and modify them according to your personal preferences. In addition, if 
your business requires password protection, you will want to set up your 
passwords as quickly as possible. 


You view and edit the system defaults, and set up your password system from the 
Setup /System Menu: 


General Information 
User Names/Passuords 
Passuord Levels 


The following sections describe the options on this menu. 


General Information 


To view and edit any of the general system defaults, perform the following steps: 


1. Select Setup/System/General Information. 


The System General Information screen displays. 


The Kite Store System General Information 


ren |__| LI 


Custom Backup Command 

Custom Restore Command 

Use Passuords 

Allow Network Use? No £ 
System Data File Location C:\OWPNSYSTEMN 


Installed Applications 


Press this button to see a list 
of installed applications. 


oe more information, 2. Enter the custom commands to back up and restore your data files. (These are 
choose: normally used for a backup tape drive.) 


3. Modify the following defaults, if you wish: 
e Use Passwords (No) 


If you select Yes, the User Names and Passwords screen will display 
asking you to enter users, passwords, and password levels. If you are 
ready to perform your password setup, refer to Appendix 3, “Appendix 4: 
Passwords” on page 330. 


To postpone password setup until a later time, accept the default, No. 
Then, when you are ready to set up your passwords, refer to “Appendix 
4: Passwords” on page 330. 


e Allow Network Use? (No) 


Once your data file drive The System Data File Location displays the location of the One-Write Plus 
and path are defined, program files. 
they cannot be changed. 


4. When you are satisfied with your selections, choose 
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Company 


Chapter 3: File 


The File Menu gives you access to a variety of functions outside your regular 
accounting tasks, such as the backup and compression of your data files. 


Following is the File Menu: 


Change companies, add a new company; modify or 
delete an existing company. 


Change the current working date for your entries. 
Invoke a data file backup procedure. 

nvoke a data file restore procedure. 

tart up an optional import program. 


Export your files using an optional software program 
to work with spreadsheet or database programs. 


Select from a variety of utilities and technical 
support tools. 


Compress Files 
Close Files 


emove unneeded detail from your files and recover 
DOS disk space. 


Prepare your cards and journals for a new fiscal year. 
Exit One-Write Plus. 


We described the process of creating a company in One-Write Plus in “Creating 
Your Company” on page 23. In File/Company, you can change companies, add an 
additional company, modify company information, or delete a company that is no 
longer active. 


Changing Companies 


When you launch One-Write Plus, you are always brought into the company that 
you worked with most recently. If you are working with multiple companies, you 
will need to change companies in order to begin entering data for another 
company. To change companies, perform the following steps: 


1. Select File/Company. 
2. From the Company List pop-up, highlight the company of your choice. 


3. Press Enter or double-click to change to the selected company. 
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For more information, 
choose: gage 


Once your company is 
saved, you cannot 
change the drive and 
path, accounting 
periods, or fiscal 
year-end date. 


After you set and save 
period dates, you can- 
not change them. 
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Adding a Company 


To add a company, perform the following steps: 


Le 


3. 


Choose File/Company. 


From the Company List pop-up, choose 


The Company Name and Address screen displays. 


Tell us the following information about your company: 
e Company Name 

e Address (up to 3 lines) 

e Phone Number 

e Fax Number 

e Company Password, if applicable 


One-Write Plus assigns your data file location—the drive and path for 
your company data files. 


e Change the drive and path, if necessary. 
e Company Taxpayer ID Number 


¢ The Format for your Taxpayer ID Number (toggle the spacebar to see your 
choices) 


¢ Whether or not you will use Departmentalized Accounting (see Help for 
an explanation of this feature) 


e¢ The Number of accounting periods (4, 12, or 13) 
e The Fiscal Year-end Date 


Choose _ Save ) or 


We remind you that your company fiscal periods cannot be changed after 
you've saved them and ask you to confirm your entry. 


The Setup Accounting Periods screen displays the dates of your accounting 
periods. 


Change any of the period dates you need to, but be sure not to leave gaps 
between any periods. 


6. 


Choose 


The Type Of Organization screen displays. 
Tell us the number of the General Ledger Chart of Accounts most suitable for 
your company. 


You should preview and print the Chart of Accounts that you select so you can 
determine if you need to add or change any accounts. Review it carefully and 
consider the needs of your business. 


Choose 


The following message displays on your screen: 
Creating Files, Please wait 


After the files are created, the Set Up Bank Accounts screen displays, with the 
default checking account #1000 entered for you. You must designate at least 
one account as a bank account. 


Note—We reserve account 16 for Undeposited Cash. This account will hold all of the re- 
ceipts you have entered into One-Write Plus but have not yet processed through Entries/ 
Banking/Prepare Deposit. 


9. 


Enter your Bank Account ID —an eight-character code to identify this account. 


We recommend alphabetic rather than numeric codes; for example, the first 
eight characters of the bank’s name. 


This ID is used to automatically create a Vendor Bank Card for recording your 
service charges and a Customer Bank Card for recording your deposits and 
interest income. 


. You may accept the default account or enter the account number and name for 


a different bank or credit card account. 
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11. 


12. 
13. 


14. 


dtop 


Tell us the starting balance of the bank or credit card account. 


It is important that you enter your bank and credit card balances as of your 
starting date. This way, your records will be accurate and current. For 
example, if you are starting to use One-Write Plus as of February 1, you should 
enter balances as of your January closing statements. 


If you will be loading a trial balance from your previous system, accept the 
default 0.00 here. 


Note—If you elect to enter a bank balance on this screen, please be sure to tell your 
accountant that the offsetting entry was stored in account #3099, Initial Cash Balance 
Offset, for period zero (the period prior to your current fiscal year). He or she will 
need that information when entering your trial balance later. 


To complete optional fields for your bank setup now, choose <Details>. 
Enter the following account information: 

e Bank Address (3 lines) 

e Contact 

e Phone Number 

e Account Type—Checking, Savings, or Credit Card 


e Transit Number—usually the numbers between these symbols on your 
check: 12 I 


e Account Number 
e Interest Income Account 
e Service Charge Account 


e Comments 


Choose Save to return to the Setup Bank Accounts screen. 


Choose | Save ) again. 


One-Write Plus brings you to the Write Checks option on the Entries Menu. 


Modifying Company Information 


To modify company information, perform the following steps: 


As 


Choose File/Company. 


Company Information 
can also be modified 
from the Setup/ 
Company Menu. 


From the Company List pop-up, highlight the company you wish to modify, 


and choose 


Make any needed edits (except Data File Location, # of Accounting Periods, or 
Fiscal Year-end Date) on the Company Name & Address screen. 


When you are satisfied with your changes, choose — 


Deleting a Company 


To delete a company, perform the following steps: 


1. 


2, 


Choose File/Company. 


From the Company List pop-up, highlight the company you wish to delete, 


and choose _ Del 


A message warns you that all your One-Write Plus data files for this company 
will be deleted. 


You are returned to the Company List. 
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When you start up One-Write Plus, you automatically start working in the current 
date. One-Write Plus will record all your transactions in the current accounting 
period. If you wish to work in another accounting period, you can change the 
working date. 


To change the working date to a date in another period, perform the following 
steps: 


1. Select File/Set Date. 
The Set Date pop-up displays. 


Cal << Set Date >> 


WORKING DATE: 06715793 


CURRENT PERIOD: 06/01/93 - 06/30/93 


FISCAL YEAR: 01/01/93 - 03/31/94 


PROGRAM NAME: OWMENU . PBC 
07/08/93 11:37 am 


2. Enter a date within the current fiscal year that you want to work in. 


One-Write Plus automatically displays the new date at the top right of the list 
and entry screens and on the bottom right of the menu screens. 


Note—Generally you must select a date within the current fiscal year. If you haven’t 
closed your year yet, you can enter dates for the first three months of the new year. If you 
want to enter dates past the first three months, you will have to first close your previous 
year’s files. 


You can change the working date from any entry screen by choosing Date _ 


Backup and 
Restore 


MS-DOS version 6.0 
does not come with a 
One-Write Plus com- 
patible backup pro- 
gram. You can 
request a supple- 
mental disk from Mi- 
crosoft. It contains a 
One-Write Plus com- 
patible backup pro- 
gram. 
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You should back up all data files on a regular basis to prevent loss or damage to 
your valuable accounting information, and to prevent the time-consuming task of 
recreating and reentering your records. 


One-Write Plus makes it extremely easy to back up, and provides for three types 
of backup: 


OQ DataSave—an automated backup system which checks all your One-Write 
Plus data files for changes. DataSave compresses your data during backup, 
thus requiring 50% fewer diskettes than DOS backup. 


Q DOS Backup—a quick backup of a data set using the backup command file 
from the version of DOS loaded on your computer. 


Q Custom Backup—a backup for users of standalone backup programs, tape 
drives, or other special backup capabilities. 


Use at least two sets of backup diskettes and alternate the backup copy every 
day—this will give you extra protection and help you quickly restore your data 
files. In this way, you should never lose more than one day’s work if your data 
becomes damaged because of hardware problems, power failure, etc. 


We recommend that you establish and follow these backup procedures: 


Q Create two sets of diskettes and label one set “Backup A” and the other set 
“Backup B.” Alternate between the sets each time you doa backup. Keep a 
separate alternating set of backups that are only used at month-end; or, better 
yet, keep each monthly backup until the end of the year. 


Q Keep a log of the person responsible, date, time, and method (DataSave, DOS, 
etc.) of each backup. And, on each invoice or other document you enter into 
One-Write Plus, write or stamp the date you entered it. That way, if you ever 
have to restore from a backup disk, you will be able to easily identify the 
transactions that must be reentered. 


Back up your data every day. 


Back up data prior to performing file compression. Label the backup diskette 
with the date of compression, and don’t re-use it for subsequent backups. You 
may need to restore the pre-compression data. 


Q Back up data prior to year-end close (File/Close Files), and keep the backup as 
a permanent record of the year’s transactions. Be sure to keep this backup 
separate from the two backup sets you will use in the new year. 


Warning—DOS backups created on one computer or under one version of DOS may not 


be able to be restored on a different computer or under a different version of DOS. 
DataSave does not have this limitation. 
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choose: 
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Customizing your Backup Setup 


Before you begin backing up your data, you need to specify your backup options, 
including the method of backup that you want to use. 


To customize your Backup setup, perform the following steps: 


1. Select File/Backup. 
The Backup screen displays. 


2. Choose >) 


The Setup screen displays. 


3. Enter the following information: 


¢ Whether or not you want One-Write Plus to prompt you to automatically 
back up your company data files when you exit the program—Yes or No. 


¢ Backup To/Restore From—up to three letters (one for each drive you wish 
to backup to/restore from), such as ABD. DataSave automatically backs 
up to/restores from either the A or B drive, but you can back up to and 
restore files from and to any diskette drive. 


¢ The method of Backup/Restore you want to use—DataSave, DOS, or 
Custom. 


4. Press Save to save your changes. 


a 


DataSave Backup and Restore 


DataSave provides a standard backup procedure that works fine for most users. 
DataSave checks all the files, and prompts you to make a backup of any company 
data sets that have changed. Files are automatically backed up to either the A or 
the B drive. 


Be sure that you specified “DataSave” in your Setup options. 


Backup 


To backup your files with DataSave, you should have several formatted diskettes 
ready for use. You will need at least one diskette for each company data set that 
you want to back up. Then, perform the following steps: 


1. Select File/Backup. 


The Backup with DataSave screen lists all the company data sets on your hard 
disk. 


This data set has changed 
substantially since the last 
backup, and should be 
backed up now. 


This data set has had minor 
changes since the last 
backup. It would be safest 
to back it up now. 


The Kite Store 
ABC Company — x*SUGGESTED* 
X¥Z Company = 
Small Company — »COMPLETED 


This data set has not 
changed since the last 


backup and does not require 
backup now. 


This data set has been 
06/15/93 


For more information, 
choose: ¢ 


backed up during this 
session and no longer 
requires backup. 


Choose a company to backup. 


2. Select the company data set you want to back up and choose 
begin the process. You can select just one data set at a time. 


You can use either the A or the B drive. (If you are using a drive other than A 


or B, choose - to change the drive letter.) 
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If you are running 
MS-DOS 6.0, you will 
not be able to run 
DOS backup from the 
OWP menu. Contact 
Microsoft for the 6.0 
Supplemental disk. 
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3. Follow the on-screen instructions, inserting a diskette when prompted. 


A message displays when the backup is complete. 


4. Press any key to continue. 


The Backup with DataSave screen redisplays. Notice that the data set just 
backed up no longer has the Required status. 


5. Repeat steps 2 and 3 for each data set you wish to back up. 


Restore 


Restoring files allows you to load data from your backup diskettes onto your hard 
disk in the event of a data loss. Before you begin, make sure that you have your 
most recent backup diskettes on hand. 


To restore your backup files, select File/Restore, and follow the on-line 
instructions. 


DOS Backup and Restore 


DOS backup allows you to back up your current data set with the DOS program, 
sensing which floppy drive to use—A or B. It does not, however, back up any data 
files at the OWP directory level or any program files. We recommend doing an 
occasional backup of these files from the C:\ prompt using DOS. If you do not, 
restoring after a hard disk crash will be very difficult. 


Be sure that you specified “DOS” in your Setup options. 


To use DOS backup, you should have several formatted diskettes ready for use. 
Then, perform the following steps: 


1. Select File/Backup/DOS. 


2. Follow the on-screen messages, inserting formatted diskettes when prompted 
to do so. 


DOS restore allows you to load data from your backup diskettes onto your hard 
disk in the event of a data loss. Before you begin, make sure that you have your 
most recent backup diskettes on hand. 


To restore your backup files, select File/Restore, and follow the on-line 
instructions. 


Import 


Custom Backup and Restore 


You use custom backup if you have a different backup program, or if you back up 
to a tape drive or to another specialized device or software. Custom backup (and 
restore) invokes the command you entered in Setup /System/General 
Information. (For more information, see “Setting Up Your System” on page 88.) 


Be sure that you specified “Custom” in your Setup options. 


To use Custom backup, you should have several formatted diskettes or a tape 
ready for use. Then, perform the following steps: 


1. Select File/Backup. 


2. Follow the on-screen messages, inserting formatted diskettes or a tape when 
prompted to do so. 


Restoring files allows you to load data from your backup diskettes or tapes onto 
your hard disk in the event of a data loss. Before you begin, make sure that you 
have your most recent backup diskettes or a tape on hand. 


To restore your backup files, select File/Restore, and follow the on-line 
instructions. 


A I I 

This menu option is grayed unless you have one of the following products 

installed: 

Q Timeslips Accounting Link—enables you to import Timeslips time and 
billing data directly into One-Write Plus. 
Contact Timeslips Corporation (1-800-338-5314) for information about 
obtaining this import product. 

Q Financial Data Import—enables you to import financial data files from other 
business programs directly into One-Write Plus. 


Contact Nebs Software Sales for more information about this import product. 
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This menu option is grayed unless you have the following product installed: 


Q) @Accounting—You can export the accounting information in One-Write Plus 
to create useful and illustrative worksheets and graphs in your Lotus 123 
spreadsheet program. Contact Sales at 1-800-882-5254 (in Canada—1-800-461- 
7572) for information about obtaining @Accounting. 


Hint—You can also export any of the One-Write Plus reports to an ASCII file—without 
any special tools. Simply choose and set up the desired report. When you choose “Print,” 
the Print Options dialog box gives you the option of printing to a file. (For more informa- 
tion, see“Print Options Dialog Box” on page 206.) This ASCII file can then be imported 
by any number of business programs. 


SSS See a ee 


Technical Support Tools—This menu option lists the technical support tools that 
are installed on your system—both those that come supplied with the One-Write 
Plus program as well as those that you may acquire at a later time. 


Q On-Line Audit—allows you to detect and eliminate any irregular items on 
your General Ledger Report. On-Line Audit scans all periods, prints an audit 
report for any period in which a problem transaction is encountered, and 
creates the needed adjusting entries. 


Problems can sometimes be caused by unposted items from a previous 
version, or a hardware error or power interruption, preventing One-Write 
Plus from properly updating your General Ledger when you saved your 
transactions. 


To perform an on-line audit, perform the following steps: 
1. Make a backup of your company information. 


2. Print your Trial Balance. Use this report to determine whether or not your 
account balances are correct. 


3. Choose File/Utilities /Technical Support Tools. 


4. From the Support Tools Menu, choose General Ledger On-Line Audit. 


A message prompts you to verify that your printer is on-line and loaded 
with paper. 


5. Choose OK to continue. 
The audit report prints. 


You can choose to Cancel at this point, and no adjustments will be made 
to your General Ledger. You will still have the audit report if you want to 
go in and enter your own adjusting entries. 


The audit report prints for all periods listing each problem transaction 
encountered. 


One-Write Plus automatically creates the adjusting entries to correct the 
erroneous transactions—to your General Ledger if the audit report is in 
balance, or to your Trial Balance if the audit report is out of balance. 


The information line at the bottom of your screen informs you as your audit 
progresses. 


Q Journal Re-Index—re-indexes all transactions in Accounts Payable and 
Accounts Receivable and sets all balances for voided transactions to zero. You 
should use this utility when: 


* your previous year transactions show up on current period journals or 
previously posted transactions are reporting to period 0 


° avoid transaction appears on an Open Receivables, Aged Receivables, 
Open Payables, or Aged Payables Report 


* a data corruptions error (5, 6, 62, or 63) occurs when entering checks or 
sales 


To use Journal Re-Index, select File / Utilities / Technical Support Tools/ 
Journal Re-Index, and follow the on-line instructions. 
Q Card File Re-Index—re-indexes all your lists—customer, vendor, etc. 
You should use this utility when: 
¢ alist does not correctly display 
e there’s a data corruptions error (5, 6, 62, or 63) 
To use Card File Re-Index, select File / Utilities / Technical Support Tools/Card 
File Re-Index, and follow the on-line instructions. 


The following tools are not included with your software, but our Technical 
Support Department makes them available upon request: 


Q Financial Statement Editor— allows you to customize certain aspects of your 
Income Statement and Balance Sheet 


Q Short Year-End—allows you to change your fiscal year-ending date 


Contact Technical Support for information about available tools. 
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If you have large numbers of transactions, and are running short on storage space, 
you may want to compress your files. Compression removes transaction detail as 
of a certain cutoff date and temporary cards with a zero balance. Your year-to-date 
and previous year totals are maintained. 


When you compress files, you specify which temporary list items, SuperTrack card 
types, and transaction types you wish to compress. In addition, you enter a cutoff 
date for each transaction type you select to compress. 


It’s a good idea to compress your files before year-end processing, especially if you 
have been using One-Write Plus for a while. This avoids the possible need to 
compress in the middle of the following year. In that way, you'll be sure to get all 
your year-end reports. 


Warning—Before compressing your files, be sure to back them up. Once you compress 
your data files, transaction detail is no longer available. You won’t be able to restore the 
activity without a backup. Label the backup diskette with the date of compression, and 
be sure not to re-use it for subsequent backups. 


To compress your files, perform the following steps: 


1. Select File/Compress Files. 


The Compress Files screen displays. 


The Kite Store Compress Files 06717793 
Temporary List Items 
= 


O Customers 

O SuperTrack Card 1 

O SuperTrack Card 2 
Press the O SuperTrack Card 3 


Clear Totals & Quantities 
5p acebar O SuperTrack Card 1 
where the O SuperTrack Card 2 
5 O SuperTrack Card 3 
cursor 18 Transact ions Cutoff Date 
blinking or Cl Vendor Checks, Purchases & Credits 06/30/93 
lick with O Customer Receipts, Sales & Credits 06/30/93 
CLICK Wt O Customer Balance Forward Transaction Detail 06/30/93 
your mouse to O Customer Invoices 66/30/93 
O SuperTrack Card 1 Details 06/30/93 
make your O SuperTrack Card 2 Details 06/30/93 
selections. O SuperTrack Card 3 Details 06/30/93 


O General Ledger History 6/30/93 
D General Journal 06/30/93 


< Help > < Cancel > < Save > 
Removes all temporary Vendor Cards with a zero balance. 


Transaction detail from 
temporary vendors and 
customers will be 
maintained on the 
{TMPTOT} cards you 
set up. For more 
information, see 
“Temporary Vendors” 
on page 45 and 
“Temporary 
Customers” on page 47. 


For more information, 
choose <Help>. 


Compressing customer 
invoices will prevent 
you from printing a 
detailed Invoice 
Analysis Report at a 
future time. 


2. Select the card files that you wish to compress. Only cards without open 
balances, or unapplied or uncleared transactions will be included. 


¢ Vendors—to remove all temporary vendors and all previously deleted 
regular Vendor Cards 


¢ Customers—to remove all temporary customers and all previously 
deleted regular Customer Cards 


¢ SuperTrack Cards 1, 2, and 3—to remove all previously deleted 
SuperTrack Cards 


3. Select the SuperTrack Card types you wish to compress. Compression will 
clear the totals and quantities from all the cards of that type. 
4. Select the transaction files that you wish to compress. 


¢ Vendor Checks, Purchases & Credits—to remove the detail of all fully 
paid vendor transactions 


¢ Customer Receipts, Sales & Credits—to remove the detail of all fully paid 
and deposited customer transactions 


e Customer Balance Forward Transaction Detail—to remove the transaction 
detail and bring the totals forward for all balance forward customers 


¢ Customer Invoices—to remove all detail from printed invoices 


¢ SuperTrack Card 1, 2, or 3 Details—to delete all SuperTrack detail for the 
specified card 


¢ General Ledger History—to remove all the detail in your General Ledger 
History file 

¢ General Journal—to remove all the detail in your General Journal file 

5. Enter the cutoff date (a period-end date) for each transaction type you selected 
to compress. 
All detail entered on or before the cutoff date will be removed from the 
transaction file(s) you specify. 

6. When you are satisfied with your selections, choose <Save>. 
The message Compressing File... remains on the screen until 


compression is complete. 


At this point, you will only be able to view transaction detail by restoring to a 
backup. 
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Close Files 


One-Write Plus 
knows which entries 
pertain to the new 
year, but financial 
statements will not 
separate year-to-date 
balances until after 
year-end close. 


Canadian Users 


Please reference the 


OWP Canadian manu- 
al for this information. 
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Traditionally, the end of the fiscal year is “crunch time”— the time when virtually 
every accounting record generated during the year is compiled, printed, itemized, 
and reported formally to the stockholders, to the executive committee, or to those 
“in charge” of the company. 


With One-Write Plus, the tedious job of compiling and reporting this endless 
source of information is virtually eliminated. You can feel confident that 
throughout the year, One-Write Plus has been continually updating records to 
reflect the most current information. Now all you need to do is process the 
information into a concise, accurate document stating your entire accounting of the 
previous year. 


Year-end close for most of your accounting system can be performed up to three 
months after the end of your fiscal year—you can continue using One-Write Plus 
for your daily entries for three months of the new fiscal year before you are 
required to close the year. In this way, you will have the time to receive any needed 
final adjustments from your financial consultant. 


Payroll files, however, must be closed immediately after the end of the calendar 
year—tight after your last payroll, and before you enter paychecks in the new year. 


Close Payroll 


The following list outlines the steps to perform before closing out the year: 


1. Print your W-2s and 1099s. If you are not ready to do this, but must close 
the year to start entering paychecks, see the next section, “Delaying the 
printing of W-2s and 1099s.” 


2. Print all year-end payroll reports—Tax Liability Report, FUTA Summary 
(940), and 4th Quarter 941. 


See “Payroll Reports” on page 262. 


3. Verify that you have entered all adjusting entries. 


4. Back up all of your data files and store the backup in a safe place. 


To close Payroll files, perform the following steps: 


1. Select File/Close Files/Payroll. 
The Close Payroll Files screen displays. 


Close 1993 Payroll Files 12/31/93 


This procedure prepares your payroll journal and employee cards for the new 
calendar year by removing all prior year paycheck entry information. 


This procedure should be performed after the last payroll of the prior year 

and before the first payroll of the new year. Please print WZ, 1099, 

Quarterly 941, and Annual 940 information before proceeding. If you have The year 
not received W-2 forms yet, cancel from this screen, print a W-Z report cannot be 
make a backup copy of your data, and label it "19xx Payroll Data fer J : 
Printing”. Then perform a Close Payroll procedure and continue edited. 
paychecks in the new year. You can restore the prior-year data later to 

print your W-2 forms. 


Before performing year end PEEK] Payroll processing, have you... 
« Entered, saved, and printed the final paychecks for the year? Gat 
® Printed all year end payroll reports (WZ, 1099, 940, and 941)? Yes 2 


a Made a backup copy of your files? Yes t 


< Help > < Cancel > < Approve > 


Press spacebar or click £ to toggle Yes or No. 


2. Verify that you have completed the necesssary steps prior to closing Payroll by 
changing each “No” to “Yes.” 


3. Choose <Approve> to perform year-end processing, or <Cancel> to quit. 


Payroll Close clears paycheck information and year-to-date totals from your 
Employee Cards and from the Payroll Journal. You'll begin your new year with 
zero balances. Payroll Close also deletes employees with termination dates. 


Delaying the Printing of W-2s and 1099s 


Ideally payroll year-end processing would be performed after the last payroll of 
the year and before the first payroll of the new year. You would print your final 
paychecks, generate your W-2s and 1099s, and close the year before entering 
paychecks for the new year. However, this is not always possible. 


You can begin entering paychecks for the new year even if you have not yet 
received and printed W-2s or 1099s. Follow the steps below: 


1. Back up your company data. Label the diskette “Before Year-end,” and date it. 


2. Close Payroll as described above. This clears your previous year paycheck 
information from the Employee Cards and the Payroll Journal. You can begin 
entering paychecks for the new year. 


3. When you are ready to print W-2’s, make a backup of the new year’s data. 
Label it “Current Year,” and date it. 
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4. Restore the previous year’s data with the “Before Year-end” backup. This 
erases the new year’s data and returns the previous year’s data to your hard 
disk. 


5. Print the W-2s and/or 1099s for the previous year. Do not enter any new 
information in One-Write Plus while this data is loaded. 


6. Restore the “Current Year” backup to your hard disk. 


This will erase your previous year data. You can continue entering all your 
transactions for the new year. 


Close Accounting 


The following list outlines the steps to perform before closing out the fiscal year. It 
is important to follow the order of these steps to ensure the integrity and accuracy 
of your reports. 


1. Verify that you have entered all adjusting entries. 
2. Back up all of your data files and store the backup in a safe place. 
3. Print your journal reports. 


4. Print SuperTrack Activity and Activity Summary Reports if you are using 
SuperTrack. 


5. Print your Balance Sheet, Income Statement, and General Ledger history 
for the entire year. 


To close Accounting files, perform the following steps: 


1. Select File/Close Files. 
The Close Files screen displays. 


The Kite Store Close 1993 Accounting Files 06715/33 


This procedure prepares your vendor, customer and account cards for the 
nev fiscal year by removing all prior year transaction entry information. 


Vendor “Purchases This Year" will be moved into “Purchases Last Year". 
Customer “Sales This Year" will be moved into "Sales Last Year". 
Account "Balances This Year" will be moved into “Balances Last Year”. 
All income and expense accounts will be closed to the equity/net worth 
control account. All transaction entry detail for the prior year will 
be removed, and the accounting period information will be updated. 
Payroll files are not affected by this procedure. 


Before performing year end processing for Accounting have you... 


« Prepared bank deposit entries for all cash receipts? Yes By 
8 Entered final financial statement adjusting journal entries? Yes 2 
8 Printed a detailed year to date General Ledger? Yes 2 
= Printed final year end Financial Statements? Yes 2 
s Made a backup copy of your data files? Yes £ 


< Help > < Cancel > < Approve > 


2. Verify that you have completed the necesssary steps prior to closing 
Accounting by changing each “No” to “Yes.” 


3. Choose <Approve> to perform year-end processing, or <Cancel> to quit. 


If you are using SuperTrack, and you have set preferences to clear Details, 


Totals, and Quantities at Close, the Close SuperTrack Files screen displays. 


The Kite Store Close 1993 SuperTrack Files 


This procedure prepares your SuperTrack cards for the new year by clearing 
their totals and quantities and removing the activity detail up to the end 
of your fiscal year. You should print all your SuperTrack reports and make 
a backup copy of your files before proceeding. 


The selections are Clear SuperTrack Card Totals & Quantities 
defaulted {J Inventory Card Totals & Quantities 
according to the rs rae Card Totals & Quantities 
settings in Setup/ ee ee otis eat Bs 

ear super lrac: ictivity Details 
Company/ {& Inventory Card Details 
Preferences. Card Details 


< Cancel > < Approve > 


4. Accept the defaults, or press the spacebar to de-select any SuperTrack Card 


type(s) that you don’t want to clear totals and quantities, and details from. 
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Compressing customer 
invoices will prevent 
you from printing a 
detailed Invoice 
Analysis Report at a 
future time. 


Year-end close brings 
memorized General 
Journal transactions 
into the new year. Be 
sure to make any nec- 
essary modifications. 


Exit (Alt-X) 
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5. Choose <Approve> to perform year-end processing, or <Cancel> to quit. 


Close /Year Files clears all entries from your journals, updates year-to date and 
previous year totals on your Vendor and Customer Cards, and resets the dates 
on your accounting periods table for the new year. 


Your General Ledger accounts are totaled and stored as your year-end 
balances. Income and expense account balances are transferred to your equity 
account. In addition, the procedure recovers DOS disk space. 


When you close your accounting year, One-Write Plus will store the previous 
year’s Trial Balance for each period so that you can compare your current period 
to the same period last year on your Income Statement. 


If this is your first year with One-Write Plus and you want to be able to compare 
the two years’ balances for budgeting or forecasting, enter a Trial Balance for each 
period last year (See the section’Entering the previous year’s Trial Balance” on 
page 57 for more information.) 


When you have finished your work session in One-Write Plus, you are ready to exit 
the program. You don’t have to worry about losing any of your entries. You already 
saved your changes. Each time you entered a transaction, worked with a card, or 
made any kind of change at all, One-Write Plus made sure you saved it before 
going on to the next task. 


Select File / Exit, or from anywhere on the menu screen, type Alt-X. One-Write Plus 
returns you to your hard disk prompt, right where you began. 
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The Lists Menu gives you access to all the card lists you created during setup. You 
established your original lists by adding cards. From this menu, you can easily 
perform all the maintenance work needed to keep your lists current—add new 
cards, edit information on existing cards and delete cards that are no longer 
needed. 


Following is the Lists Menu: 


Bank Accounts 


Chart of Accounts 


Vendors 
Customers 
Employees 


Each menu selection opens the 

ae current list of card IDs, Names, and 
Types, and SuperTrack Card titles 
display for each card type that you've 
set up. 


Inventory 
Job 
Other 


Working with _ To update any list, perform the following steps: 


Lists 1. From the Lists Menu, select the list title you wish to work with. 
The selected List screen displays, overlaying a blank Card screen. 
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If you select Bank Ac- 
counts, or a list title 
for which no items are 
set up, a blank card 
displays first. 


For more information, 


choose: 
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lick on this button to close the window 


Vendor Cards 


| [account || ae | [rev] Next | [pate] [De1ete] | 


-*« Vendor List » 


The Kite Store 06715793 


Create a new 
card. (Alt-A) 


ANDERSON - Anderson Manufacturing, I - VENDOR Edit the card of 
BANK 01 —- Checking account — BANK 

BANK 02 - Savings account — BANK the selected 
BANK 16 - Undeposited cash — BANK ‘ . 
FRIMAR  - Frier-Martin, Inc. — VENDOR item. (Alt-M) 
GOLDSTAR - Gold Star Trucking & Frei - VENDOR 

JANSEN —- Jansen Imports, Inc. — VENDOR 

UPS - United Parcel — VENDOR Delete the card 


ILLIAMS — Williams Discount Hobby — VENDOR 


SEARCH: _ 


of the selected 
item. (Alt D) 


Press ALT 
Letter 


*« ESC = Cancel » 


Search for an 
item on the list. 
(Alt-F) 


Add, modify, delete, or find vendors. 


The program begins in the Find mode with the first item on the list selected, 
and the cursor at the Search: prompt. If you’re looking for a specific card, 
you can type the first characters of the card ID or name. One-Write Plus 
searches for the first occurence of those characters. Press F8 to move to 
subsequent occurences. 


2. Choose the appropriate button: 


° Toaddanew card—choose Add — 


e To modify an existing card—with that card selected, choose 1 


e To delete a card—with that card selected, choose _ Delete 


Each of these functions are described in the sections that follow. 


Add 


We describe adding cards to each type of list on the following pages: 


. i i‘ 
List Type 


Bank Accounts 


39 
Chart of Accounts 41 


Vendors 43 


Customers 45 | 


Employees 48 
SuperTrack Cards 1-3 | 52 | 


{ 


For step-by-step instructions about adding a new card or details about the fields 


on the card screens, please refer to the indicated page in this manual. 


Modify 


You can go back and edit most of the information on a card after saving it. When 


you choose | Modify ], the selected card displays for you to make any needed 


changes. 


Pop up a list of Return to the Move sequentially 
G/L accounts List screen through your cards 


06715793 


The Kite Store 


[_] 


Vendor Cards 


Help Prev Next 


Ss 


Delete| 


account | Vendor 


Vendor ID Vendor Type A 
Nane Williams Discount Hobby Hold Invoices NO ft 
Address 894 West Village Road Always Take Disc. NO 2 
Anytown, USA 55555 Terms: Due Days 30 
Disc. Days 10 
Contact W. Henderson Disc. % 1.50 
Phone (603) 555-5555 Purch Last Year 38212 .00 
Expense Acct 5150 Brochures & catalogues Purch This Year 213.00 
Comments Closed Saturdays Balance 0.00 
Date T Ref # Amount H Due Disc Disc Avl Disc Taken Open Bal 


06715793 |D 213.00 


Enter the vendor ID. F6 = Vendor list 


Lists 
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Card IDs can never be modified. In addition, you cannot change the G/L account 
number on any General Ledger Card or Bank Account Card that has activity. 


Delete 


When you choose , ifallis ok, a message prompts you to press Enter to 


continue with the deletion. 


However, there are many situations under which One-Write Plus will not allow 
you to delete a card: 


Q General Ledger Account Cards—f it has activity, you can’t delete it. 


I) Vendor Cards—if a card has current activity, you will not be able to delete it 
right away. To mark this card temporary and for deletion, enter an asterisk (*) 
in the Vendor Type field. When the temporary card has a zero balance, no 
unapplied transactions, and all items associated with this vendor have been 
“cleared” through Bank Reconciliation, the system will automatically purge 
this card from the file during the next file compression. 


Q Customer Cards—if a card has current activity, you will not be able to delete 
it right away. To mark this card temporary and for deletion, enter an asterisk 
(*) in the Customer Type field. When the temporary card has a zero balance, 
no unapplied transactions, and all items associated with this customer have 
been “cleared” through Bank Reconciliation, the system will automatically 
purge this card from the file during the next file compression. 


4 Employee Cards— if an employee has been paid in the current year, you will 
not be able to delete the card. To mark this card for deletion, enter a date in the 
Date Terminated field. One-Write Plus will automatically purge this card from 
the file during the next year-end close. 


Q) SuperTrack Cards—if a card has current activity, you will not be able to delete 
it right away. To mark this card for deletion, enter an asterisk (*) in Field 3. The 
system will automatically purge this card from the file during the next file 
compression. 
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In Entries you perform the majority of your business tasks. You'll record the bills 
you get from your vendors and the checks you write to pay them. You'll enter the 
sales you make to your customers and the payments you receive from them. In 
Entries you'll perform all your vendor and customer transactions, pay your 
employees, print your business forms, and do your banking and budgeting. 


You conveniently access all these functions from the Entries Menu: 
Enter vendor checks, purchases, and 


credits, and record bills for future 
payment. 


Entries nter your customer invoices, record 


sales, credit memos, receipts, and 
customer payments. 


Bills to Pay 
Receive Credits 


Enter your deposits and reconcile your 
accounts. 


Record Receipts 
Invoice Customers 
Enter Sales 


Issue Credits 
Finance Charges ">| 


Enter your employees’ paychecks. 


‘Make entries to your General Journal. 
Generate automatic or manual budgets. 


Process your memorized transactions. 


Print your checks, invoices, and other 
forms. 
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You enter transaction information on a screen like Write Checks. Buttons allow 
you to bring up lists, display dialog boxes, and perform other related functions. 


Displays a Deletes a 
list of cards selected item 


The Kite Store Write Checks 10/23/93 


Help [rina] | Vendor [Frew [next | [pate 


Date Type|Check Issued To Description {Check No|v} Amount “Hot prints” 


06/15/93] M |L.B. Williams, Inc. Inu 334 3340 I | asingle item 
10/23/93} D |The Phone Company Sept Inv 3341 
10/23/93} D |Public Service Company Stmnt #432 3342 
10/23/93| D |Brown & Duncan, CPA 3343 


Vendor ID: ILLTAMS| Checking account 


Date Type Pay to the order of Description Check No Amount 
10/23/93 NM L.B. Williams, Inc. 3344 $ 3693.75 
345 Main Street 
Springfield, USA 55555 


918393920328: 131033829392193840"™ Signature 


a es J 


Bank Balance > 


< SuperTrack > < Memorize > < Apply to Bills > < Distribute > 
Enter the Vendor ID for this check. Leave blank for cash transaction. 


Brings up SuperTrack emorizes a Brings up Apply Brings up G/L 
Allocations dialog box selected to...dialog box distribution 
transaction dialog box 


For more information about these functions, refer to the section “Working in 


Entries” on page 197. And remember— you can choose He for on-line 


assistance on all Entry screens. 


Access the Help Index, 
and select “Direct 
Disbursement” for a 
detailed discussion. 


Vendor Transactions 


In this section we'll explain all the tasks related to your vendor bills—writing 


checks, recording purchases and returns, and preparing vendor bills for payment. 


Entering vendor transactions in One-Write Plus couldn’t be easier. Help is 


available on all your entry screens to assist you with your questions. Pop-up lists 
of Vendors, G/L accounts, and SuperTrack cards are available for quick reference 


whenever needed. In addition, if you need a check right away, the Hot Print 
feature allows you to print it at the moment of entry. 


Following are the different types of vendor transactions you can enter in One- 


Write Plus: 


Q D- Direct Disbursement—a check transaction for which there is no recorded 
invoice. In a cash-basis system, all vendor transactions will be direct 


disbursements. 


Q M- Manual Check—a check (handwritten or computer-printed) in payment of 
a previously entered vendor bill. 


Q I-Invoice—a record of a purchase from a vendor for which payment has not 


yet been made. 


Q X-Credit Memo—a reduction in the amount you owe a vendor. 


When you enter your vendor transactions, One-Write Plus automatically makes 
the appropriate General Ledger distributions. Following is a summary: 


Direct Disbursement | Parchass / Expense =i Cash 
| Mental Check Accounts Payable Cash 

Invoice | Purchase/ Expense Accounts Payable 
|, Credit Memo Accounts Payable Purchase /Expense 
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You specified your 
accounting basis in 
Setup/Company/ 
Preferences/General. 
For more informa- 
tion, see “Setting 
your General Prefer- 
ences” on page 31. 
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The accounting basis (cash or accrual) that you use will determine the way you 
enter your vendor transactions: 


In a cash-basis system, you record your purchases when you pay for them. 


Enter your purchases as direct disbursement in Write Checks. 


Write Checks 


A ft nf: aa Fa 


You can hot print your check if you need it 
right away, or batch print all your checks at 
a later time in Entries/Print/Checks. 


In an accrual-basis system, you record your purchases when you make them, 
regardless of when you make payment. 


Enter your purchases as “invoices” in Bills to Pay /Enter Purchases. 


Enter Purchases 


PIII EI a 


When you're ready to pay your vendors, you 
select the bills you want to pay and print your 
checks in Bills to Pay/Pay Bills. 


Write Checks 


Access the Help Index, 
and select “Direct 
Disbursement” for a 
detailed discussion. 


Ce Ie eee reece ee eee EE 


In Write Checks you enter an individual transaction ona check like form with your 
previous check transactions displayed in the section above the check. You can enter 
two types of transactions: 


(4 Direct Disbursements 
{9 Manual Checks 


Entering a Direct Disbursement 


A direct disbursement is a transaction which records the vendor bill and the check 
in a single entry. In a cash-basis system, all your check transactions will be direct 
disbursements, type D. 


To enter a direct disbursement, perform the following steps: 


1. Select Entries /Write Checks. 


If you have set up more than one bank account, a list of your bank accounts 
appears. Select the bank account you want to work with. 


The Write Checks screen displays. 


Previously recorded transaction V indicates a cleared transaction 
10/23/93 


Write Checks 


The Kite Store 


Brown & Duncan, CPA 


Vendor ID: 


WILLIAMS! Checking account 


Date Type Pay to the order of Description Check No 
10/23/93 M L.B. Williams, Inc. 3344 $ 3693.75 
345 Main Street 

Springfield, USA 55555 


218393920328! 131033829392193840" 


ees ee! 2 | 


Bank Balance > 


< SuperTrack > < Memorize > < Apply to Bills > < Distribute > 
Enter the Vendor ID for this check. Leave blank for cash transaction. 


Check form for entering transactions Bank or credit card balance 
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ATM and cash 
withdrawal 
transactions can be 
entered as direct 
disbursements. Leave 
the Vendor ID blank, 
and enter a reference 
such as “ATM” or 
“Cash” for the check 
number. 


For more information, 


choose: , 


Canadian Users 


If your vendor bill 
specifies a GST 


amount, be sure to dis- 
tribute it to the GST 
Input Tax Credit 
account. 
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Enter the Vendor ID. 


An ID is not required for a one-time vendor, but you may consider setting this 
vendor up as a temporary vendor. (For more information, see “Temporary 
Vendors” on page 45.) 


Choose | Vendor § to display and select from your Vendor List. 


If you have any open invoices for the selected vendor, you are prompted to 
select how you want to proceed. Select “not pay for previous purchases.” 


Press Enter or click with your mouse to move the cursor to the next field. 


Enter the Date for this disbursement. 


The Transaction Type, D, is entered for you, and the Vendor Name and 
Address are provided by the Vendor Card. 


Enter a Description for this check, if you like (for example, “Paid in Full”). 


This description will print on the check stub (and will override comments from 
the Vendor Card) if you set Print Vendor or Check Memo on Stub to “Yes” in 
Setup /Printable Forms/Checks. (See “Checks” on page 73.) 


Enter the Check Number—the actual number on your handwritten check, 
blank or “0” for a check that will be printed by the computer, or a notation such 
as “Cash” or “Svc Chg.” 


One-Write Plus automatically assigns consecutive check numbers for every 
check recorded after the first one. You can accept the assigned check number 
or override it by typing in a new one. 


If you want to memorize this direct disbursement, choose <Memorize>. One- 
Write Plus will write “MEMORIZE” into this field. Please note that a check 
will not maintain a “Memorized” status if you hot print it. (For more 
information about memorized transactions, refer to “Memorize” on page 200.) 


Caution—if you leave this field blank, a check will automatically print when you 
batch print through Entries/Print Checks. 


Enter the Amount of the check. 


When you press Enter, the distribution dialog box displays. The distribution 
account is defaulted if you specified one on the Vendor Card. 


Note—If you enter a check with a $0 amount, One-Write Plus will ask if you want to 
record it as a zero-amount check or a void check. A void check is not distributed to a 
G/L account. 


For a list of G/L accounts, 
choose <Account>. Then, 
if you need a new ac- 
count, 
choose: 


8. Accept or override the default distribution. If no account is defaulted, enter the 
General Ledger account number(s) and the amount of each distribution. 
Choose <OK> when your distribution is complete. 


One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you're set up to use it), or hot print a check with a zero, blank 
or MEMORIZE check number. 


9. When you have finished this entry session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


Checks with a zero or blank check number that you enter in Write Checks are batch 
printed in Entries /Print/Checks. For more information, refer to “Printing Forms” 
on page 196. 


NN 


Entering a Manual Check 


In an accrual-basis system, you can enter manual checks as well as direct 
disbursements in Write Checks. When you enter a transaction, One-Write Plus 
searches for any unpaid items for that vendor, and if found, prompts you to apply 
the amount of the check. 


Note—You can also enter manual checks and direct disbursements in Entries/Bills to Pay/ 
Enter Purchases. And if you want to write checks for automatic payment of unpaid ven- 
dor invoices, choose Bilis to Pay/Pay Bills. For more information, refer to “Bills to Pay” 
on page 124. 


To enter a manual check, perform the following steps: 


1. Select Entries/Write Checks. 


If you have set up more than one bank account, a list of your bank accounts 
appears. Select the bank account you want to work with. 


The Write Checks screen displays. 


2. Enter the Vendor ID. 


Choose | to display and select from your Vendor List. 


If you have any open invoices for the selected vendor, you are prompted to 
select how you want to proceed. 
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There are previously entered purchases for vendor 
JOHNSON which are unpaid. This check will .. 


not pay for Pay pay for 
previous purchases on account previous purchases 


Returns you to the Write Applies checks to vendor Brings up the Write Checks for 
Checks screen. The transaction account, as in the case ofan Previous Invoices dialog box. 
type defaults to D. advance payment. 


° Select “Pay on account” if you do not want to apply this transaction to an 
invoice at this time, if, for example, this is an advance payment. You will 
be returned to the Write Checks screen. 


Later when you receive and record the invoice, you may apply that invoice 
to the advance payment transaction. 


¢ Select “Pay for previous purchases,” if you want to use this check to pay 
for open invoices. 


The Select Previous Purchases to Pay dialog box displays, with all open 
invoices selected for full payment, taking the Discount Available, if 
applicable. 


The Kite Store 06/15/93 
ase o Pay 
ing Bank Balance: 


et 
B 3 

DISCOUNT 
DATE AVAILABLE! BALANCE 


< Apply to Bills > < Distribute > 
ay status. J=Pay, H-Hold. 
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For more information, 
choose: , : 


10. 


Edit the defaults on this screen in the following way: 


e For any invoice that you do not want to pay, highlight it, and press the 
spacebar to enter H (Hold) in the Pay field. 


e For any invoice that you do not want to pay in full, change the Amount of 
Payment. 


e Edit the Discount Taken, if necessary. 


Choose <OK> when your entry is complete. 


You are returned to the Write Checks screen. 
Press Enter or click with your mouse to move the cursor to the next field. 


Accept the default, or enter another Date for this check. 


The Transaction Type, M, is entered for you, and the Vendor Name and 
Address are provided by the Vendor Card. 


Enter a Description for this check, if you like (for example, “Paid in Full”). 


Enter the Check Number—the actual check number, blank or “0” for a check 
that will be printed by the computer, or a notation such as “Cash” or “SVC 
Chg.” 


One-Write Plus automatically assigns consecutive check numbers for every 
check recorded after the first one. You can accept the assigned check number 
or override it by typing in a new one. 


Caution—if you leave this field blank, a check will automatically print when you go 
into Entries/Print Checks. 


Enter the amount of this check. 


The amount is defaulted if you selected invoices for payment on the Write 
Checks for Previous Invoices screen. You can accept or override this amount. 


Note—If you enter a check with a $0 amount, One-Write Plus will ask if you want to 
record it as a zero-amount check or a void check. A void check is not distributed to a 
G/L account. 

One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you're set up to use it), or hot print a check with a zero, blank 
or MEMORIZE check number. 


When you have finished this entry session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


You'll batch print the checks entered with a zero or blank check number in Write 
Checks in Entries / Print /Checks. For more information, refer to “Printing Forms” 
on page 196. 
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Bills to Pay 


If yours is a cash-basis 
system, Enter Purchases 
will not be available to 
you. See “Write Checks” 
on page 119, 
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In Bills to Pay, you can record all your vendor transactions, as well as complete 
payment on your bills. 


Following is the Bills to Pay Menu: 


Entries 


Record your vendor invoice and 
credit memo transactions. 


Urite Checks 


Ses eet eee 
Receive Credits 


Record Receipts 
Invoice Customers 
Enter Sales 
Issue Credits 
Finance Charges 


Pay Bills | 


Select and approve bills for 
payment; print your checks. 


Journal Entries 
Budget ing 
Menorized Transactions 


Enter Purchases 


In Enter Purchases, you primarily record your vendor bills— invoices received 
from your vendors that you will pay at a later time. If you have a bill that recurs 
on a regular basis, such as rent or a car payment, you can “memorize” the invoice 
so that you don’t have to enter the information each time. 


The Enter Purchases screen displays a selected Vendor Card. The transaction 
section of the card scrolls to display your recent entries for this vendor, four at a 
time. You can enter new transactions for this vendor or edit any existing ones. 


To enter purchases, perform the following steps: 


1. Select Entries /Bills to Pay /Enter Purchases. 


The Enter Purchases screen displays. 


For more information, 
choose: 


You can also enter X, 
D, and M type 
transactions here. 

For more information, 
choose: 


Vendor balance 


06715793 


Print| 


Enter Purchases 


The Kite Store 


| | es 


Vendor ID: WILLIAMS - L.B. Williams, Inc. 7 


ed 


Date Save 


Delete] 


Help Vendor ||Prev 


Vendor Type: Vendor Balance: 878.99 
Date Trx Ref. No. Description Pay Amount Balance 
Line No. Due Date Disc Date Disc Taken Disc Avail 


3930 FOB Cincimati 275.50 275.50 
06/29/93 06/14/93 6.00 27.50 
=— 


_ 


05/30/93 
2 


45.20 
0.00 0.00 


_ 


3958 Lanford Delivery 
07/01/93 6716/93 


06/10/93 


= 


2203 Partial Payment 3921 200 .00 200 .00 


07/10/93 6.00 0.00 
pad 


06/30/93 


07715793 
a 


< Distribute > 


< SuperTrack > < Memorize > < Apply to Bills > 
Enter the date for this transaction. 


Previously recorded transactions 


2. Select the Vendor Card you want to make an entry to. 


Choose Vendor or type Alt-L to display and select from your Vendor List. 


3. Press Enter or click with your mouse to move the cursor to a new transaction 


line. 
4. Enter the Date for this invoice. 
5. Enter I (Invoice) for the Transaction Type. 


6. Enter the Reference Number—vendor invoice number, for example. 


If you want to memorize this transaction, choose <Memorize>. One-Write Plus 


will write “MEMORIZE” into this field. (For more information about 
memorized transactions, refer to “Memorize” on page 200.) 

7. Enter a Description for this invoice, if you like. 
The Due Date and Discount Date are defaulted if you specified this 
information on the Vendor Card; otherwise these fields are blank. 

8. Accept the Due Date and Discount Dates or enter other dates, if you wish. 


If you specified you wanted to hold invoices on the Vendor Card, His 
defaulted in the Pay field. Otherwise this field is blank. 
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9. Accept the Pay status, or change it if you wish. You can change this status at 
any time. 


10. Enter the Amount of the invoice. 


The cursor moves to the Discount Available field if you have entered Due and 
Discount Dates. Accept this amount or enter another. The Discount Taken field 


; is updated when a check or credit type transaction is applied to the invoice. 
Canadian Users 


When you press Enter, the distribution dialog box displays. The distribution 
account is defaulted if you specified one on the Vendor Card. 


If your vendor bill 
specifies a GST 


amount, be sure to . Saas ; 
distribute it to the GST . Accept or override the default distribution. If no account is defaulted, enter the 


Input Tax Credit General Ledger account number(s) and the amount of each distribution. 
account. Choose <OK> when your distribution is complete. 


For a list of G/L accounts, choose <Account>. Then, if you need a new account, 
choose Add. 

One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you’re set up to use it). 


12. When you have finished this entry session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


Direct disbursements or manual checks with a zero or blank check number that 
you enter in Enter Purchases are batch printed in Entries /Print/Checks. For more 
information, refer to “Printing Forms” on page 196. 


Invoice transactions that you enter in Enter Purchases are paid in Pay Bills. See the 
next section. 


5 ss 
Pay Bills 


The first step in paying bills is deciding what bills to pay and when to pay them. 
The Vendor Open Payables Report and Vendor Aged Payables Report let you see 
exactly what you owe each vendor and how much you owe for each aging period. 
Refer to “Vendor Reports” on page 229 for information about printing these 
reports. 


Pay Bills will walk you through the following procedure: 


1. Select the bills you want to pay—which vendors and up to what cutoff 
date. 


All direct disbursements and manual checks with a zero, blank or 
“MEMORIZE” check number are included in this group. 
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For more information, 
choose: 


Approve the list of bills to pay, making any necessary changes. 


Print an optional pre-checkwriting report to double-check yout list of bills 
to be paid before printing checks. 


Print your checks. 


To Pay Bills, perform the following steps: 


1 


Select Entries /Bills to Pay /Pay Bills. 


If you have set up more than one bank account, a list of your bank accounts 
appears. Select the bank account you want to work with. 


The Step 1: Select Unpaid Bills for Payment dialog box displays. 


Enter the following information about the bills you want to select: 


Select Vendors—select “All Vendors” or for a range of Vendors, select 
“From/To,” and enter the beginning and ending Vendor ID and/or 
Vendor Type. 


Cutoff Date—all vendor bills with due dates before the cutoff date will be 
selected for payment. 


If One-Write Plus identifies a bill that is eligible for a discount if paid now, 
but not if paid in the next cycle, the bill is included in the selection. 


Check Date—this date will appear on the printed checks and is used to 
determine eligibility for discounts. 


Choose <Step 2> to advance to the Approve Selected Bills for Payment screen. 
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To search for a partic- 
ular vendor, simply 
start typing the first 
letter(s) of the Vendor 
ID. 
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A checkmark (W) indicates 
an item to be paid. H 
indicates an item to be held. 


The Kite Store Pay Bills 06715793 


Step 2: 
Approve Selected Bills for Payment 


07/15 |06/25 0.60 275.09] JV 
07/15 |06/25 0.00 75.00] H 
You can 


sort your 


bills to pay 
by due date 
or invoice 
number. 


Totals: 0.60 275.09 0.60 275.09 
Ending Balgitce: 7,933.91 


< Help > < Cancel > < Step3> < Due Date Sort > < Invoice Sort > 


This balance is recalculated with each edit. 


Review the list of bills to be paid, and make any of the following changes: 


¢ Inthe Pay field, toggle the spacebar to display H for any invoice you want 
to hold, or to change the H to V for any previously held invoice. 


¢ Inthe Discount field, accept the default amount, or enter a partial amount 
if you will be taking a discount. 


¢ Inthe Pay Amount field, accept the default amount, or enter a partial 
amount to be paid on this invoice. 
Choose <Step 3> to advance to the next screen. 


The Step 3: Print Pre-Checkwriting Report and Print Checks screen displays. 


The Kite Store Pay Bills 9616/93 


Step 3: 
Print Pre-Checkwriting Report and Print Checks 


Bill Cutoff Date 06/30/93 

Total Discounts Available 103 .32 

Total Discounts Taken 

Number of Invoices Selected for Payment 

Number of Checks to be Printed These fields 
Date for Checks to be Printed 


Checking account Beginning Cash Balance 


Total Bills Approved for Payment 
Ending Cash Balance 


are display 
only. 


< Help > < Cancel > < Step2> < Print Report > < Print Checks > 


Review information, Print Pre-Checkwriting Report and Print Checks. 


Prints the Pre-Checkwriting Report. 


The Pre-Checkwriting Report shows all the vendor bills that will be paid when 
you print checks. It also shows your cash balance and what the balance will be 
after you print your checks. This report can serve as a worksheet if another 
approval is required before you print checks. 


6. Choose <Print Report> to first view the Pre-Checkwriting Report on the 
screen. 


Then, to print the report, choose <Print>, specify the printer in the Print 


Options dialog box, and choose again. 


7. Press Esc or click the right mouse button to return to the Step 3: screen. 
Choose <Print Checks>. 


One Write Plus guides you through a series of dialog boxes. Follow the on-line 
instructions. For more information, refer to “Printing Forms” on page 196. 


Printed checks are updated with a transaction code, C, for computer check, but 
checks that did not print correctly retain the original status. To print these checks, 
repeat the above steps. 


One-Write Plus records each payment in your Payment Journal and on your 
Vendor Cards. It recalculates your vendor balance and the balance of each invoice 
paid. In addition, it recalculates your Accounts Payable and your cash/checking 
account balances. 
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Receive In Receive Credits, you can enter all your credit memos at once. Simply select the 
Credits  2PPropriate Vendor Card and enter the requested information. The Transaction 
Type is already defaulted to X. (Accrual-basis users can also enter credit memos 
along with your invoices on the Enter Purchases screen.) 


A credit memo reduces a vendor bill. 
To receive credits, perform the following steps: 


1. Select Entries /Receive Credits. 


The Receive Credits screen displays. 


Vendor balance 


06715793 


ne 


The Kite Store Receive Credits 


Vendor ID: WILLIAMS - L.B. Williams, Inc. 


Next | |Date 


Vendor Type: Vendor Balance: 2194.99 
Date Trx Ref. No. Description Pay Amount Balance 
Line No. Due Date Disc Date Disc Taken Disc Avail 


#2382-L 
06/25/93 06/10/93 
eee 


05/26/93 
5 


05/26/93 
6 


#2382-L 
06/25/93 


06/10/93 


Partial Payment 3921 


07710793 
el 


06/15/93 


8 


06/30/93 


7715/93 
—__L 


J) 


< SuperTrack > < Memorize > < Apply to Bills > < Distribute > 
Enter the date for this transaction. 


Previously recorded transactions 
2. Enter the Vendor ID. 


Choose or type Alt-L to display and select from your Vendor List. 


3. Press Enter or click with your mouse to move the cursor to a new transaction 
line. 


Formareinformating, 4. Enter the Date for this credit memo. 


choose: X is the only transaction type allowed on this screen. 


5. Enter the Reference Number—credit memo number, for example. 
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6. Enter a Description for this credit memo, if you like. 


7. Enter the Amount of the credit. 


If this vendor has open invoices, the Apply to Open Bills dialog box displays 
when you press Enter. 


8. For each invoice you wish to apply this credit memo to, select the invoice, 
press the spacebar to display W in the APP column, and enter the amount that 
you are applying. Choose <OK> when your application is complete. 


If you don’t have an open invoice to apply the credit memo to at this time, it 
will retain an open balance and appear on the Vendor Aged Payables Report. 
Later, when you have entered the invoice, return to this screen, choose <Apply 
to Bills>, and apply the credit memo. 


The distribution dialog box displays. The distribution account is defaulted if 
you specified one on the Vendor Card. 


Canadian Users 


If your vendor credit memo specifies a GST amount, be sure to distribute it to 


the GST Input Tax Credit account. 


ForalistofG/Laccounts, 9- Acceptor override the default distribution. If no account is defaulted, enter the 


choose <Account>. Then, General Ledger Account number(s) and the amount of each distribution. 

if you need anew ‘ : 

account, One-Write Plus automatically saves your entry, but prompts you to allocate to 
Choose? oper SuperTrack (if you’re set up to use it). 


Add 
10. When you have finished this entry session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


a RE YT 


Editing You can edit vendor transactions from your current accounting period or from any 
Vendor previous accounting period in the current year. 


Transactions Please note—Changes affect the General Ledger in the accounting period of the current 
§ 8 §P 
working date, not in the previous period. If you want the change to affect the previous 
period, you must change the working date. 


Once you have saved a vendor transaction, One-Write Plus preserves your audit 
trail by limiting the fields you can edit: 


Before checks have been printed, you can edit the date if it is in the same 
period, the vendor name, a “0,” “blank,” or “MEMORIZE” check number, the 
description, and the distribution accounts. 
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To search for an entry 
on a particular field, 
choose: _ 
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1 After checks have been printed, you can edit the description and the 


distribution accounts. 


To make any other changes, you must void the transaction and enter a new one. 


To edit an entry, perform the following steps: 


1. 


Return to the screen where you entered the transaction (Write Checks, Enter 
Purchases, or Receive Credits). 


Choose — Date J if you wish to enter the working date of a prior period. 


Select the transaction you wish to edit: 
e In Write Checks, move the transaction to the check form for editing. 


Move through the list by clicking on the scrollbar; then click on the entry 
you want. Or use T, 1, Pg Up, Pg Dn, Home, and End until the entry 
displays on the check form. 


e In Enter Purchases or Receive Credits, display the appropriate Vendor 
Card, press Enter or click with your mouse to move to the transaction 
lines, and select the transaction you wish to edit. 


Make the necessary edits on the transaction screen. 

Choose any of the following buttons to view or edit other aspects of this 
transaction: 

e <Distribute> for General Ledger distributions 


¢ <Apply to Bills> for the application of this transaction to one or more 
invoices 


e <SuperTrack> for a SuperTrack allocation 


Choose _ Save to save your edits. 


When you have finished this editing session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


Voiding 
Vendor 
Transactions 


To search for an entry 
on a particular field, 
choose 


You can void a saved vendor transaction at any time, even if it is from a previous 
period. 


Please note—Changes affect the General Ledger in the accounting period of the current 
working date, not in the previous period. If you want the change to affect the previous 
period, you must change the working date. 


Deleting direct disbursements and unpaid invoices is a simple process. If you need 
to delete a transaction that has associated applications, however, some additional 
steps are required. 

To void a vendor transaction, perform the following steps: 


1. Return to the screen where you entered the transaction (Write Checks, Enter 
Purchases, or Receive Credits). 


if you wish to enter a working date of a prior period. 


3. Select the transaction you wish to void: 
e In Write Checks, move the transaction to the check form for editing. 


Move through the list by clicking on the scrollbar; then click on the entry 
you want. Or use 7, 1, Pg Up, and Pg Dn, Home, and End until the entry 
displays on the check form. 


e In Enter Purchases or Receive Credits, display the appropriate Vendor 
Card, press Enter or click with your mouse to move to the transaction 
lines, and select the transaction you wish to void. 


4, Choose Delete 


A message prompts you to press OK to delete the transaction. 


5. Choose OK to void this transaction. 


Voiding an invoice with applied checks 


If you’re voiding an invoice with checks applied against it, One-Write Plus 
attempts to identify the checks that were applied to the invoice transaction. If the 
identification is made, the selected invoice is deleted, discounts taken are restored, 
and the previously applied check transactions are reopened. 


Vendor Transactions 133 


If the system cannot identify the previous payments, you'll get a message stating 
that the invoice can’t be voided. If there’s a balance remaining, you'll be prompted 
to enter a credit memo for the amount of the invoice. For information about 
entering a credit memo see “Receive Credits” on page 130. Be sure to apply the 
credit memo to the invoice you want to void. 


Voiding a check or credit memo 


You can record a new If you're voiding a check or credit memo that has paid previous invoices, One- 
void check by enter- Write Plus attempts to identify the invoices that were paid by the check. If the 
ing adirectdisburse- —_ identification is made, the selected check transaction is deleted, and the previously 


ment or a manual 
check with a $0 
amount and the ap- 
propriate check num- 
ber. 
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applied invoices are reopened. 


However, if the system cannot identify those invoices, the Reopen Bills dialog box 
displays. 


THE KITE STORE Enter Sales 06716793 . 


INVOICE DISCOUNT TOTAL 
BATE NUMBER BATE TAKEN PAYMENTS 
a 


Sen SS Ss _————— 
02/28/93 |Salez ]03/30 103/10 | | 


Totals for: The Hobby Shop 1110.60 1,110.00 
< Help > < Cancel > < OK > Amount Remaining: 500.00 


66/61/93 Payment [Payment for 7 Invoices 610.60 
14 0.00 
06/01/93 0.00 
0.00 


< SuperTrack > < Memorize > < Apply To Invoices> < Distribute > 
Use_spacebar_to change pay status. J=Pay, blank=Hold. 


1. Move the cursor to the first invoice you want to reopen and press Enter. 


2. Enter the Discount Taken, if applicable, and the amount paid on this invoice 
by this check. 


3. Repeat the above for each invoice you want to reopen. 


Each time you enter an amount to apply to an invoice, the Unapplied Balance 
is reduced. If the reopened amounts do not total the payment being voided (if 
an invoice has been compressed, for example), a dialog box informs you that 
One-Write Plus is creating an invoice transaction in the amount of the 
difference. Choose <OK> to accept this transaction or <Cancel> to return to 
the Reopen Invoices screen. 
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4, Press Esc or click the right mouse button to return to the One-Write Plus menu 
screen. 


Any SuperTrack allocations related to this transaction are automatically voided. 


One-Write Plus displays * VOIDED ON * in the Description field of the transaction. 
The check amount is zeroed out, and the invoice amounts are reopened. The cash 
balance, each account affected by the void transaction, and the balance due on the 
Vendor Card are all recalculated. An adjusting entry appears in the General 
Ledger Report for the current period. 


When you void a vendor transaction, One-Write Plus automatically makes the 
appropriate General Ledger distributions. Following is a summary: 
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Customer Transactions 


In this section we'll explain all the various customer-related tasks—recording 
receipts, entering sales and credits, and calculating finance charges. 


Entering customer transactions in One-Write Plus couldn’t be easier. Help is 
available on all your entry screens to assist you with your questions. Pop-up lists 
of Customers, G/L accounts, and SuperTrack Cards are available for quick 
reference whenever needed. In addition, if you need an invoice or receipt for your 
customer right away, the Hot Print feature allows you to print it at the moment of 


entry. 


Following are the different types of customer transactions you can enter in One- 
Write Plus: 


 I-Invoice—a customer sales transaction that will be paid later. This increases 
Accounts Receivable. 


QM S-Cash Sale paid by check—a customer sales transaction that is paid 
immediately. This does not affect Accounts Receivable. 


$ - Cash Sale (see above) paid by currency 
P - Payment—payment by check against outstanding receivables 


D - Security Deposit—a payment in advance of a product or service 
purchased. This does not affect Accounts Receivable, but the amount is 
indicated on the Customer Card. 


X - Credit Memo—a reduction in the amount your customer owes you 


F - Finance Charge—a charge for late payment 


Canadian Users 


GST must be calculated for qualifying sales and distributed to the GST Col- 
lectible account. When you enter sales in Invoice Customers, One-Write Plus 
automatically makes the calculation based on the income account ranges you 
specified in Setup /Company /Preferences/GST Tax Preferences. Then when 


you print invoices, One-Write Plus makes the appropriate distributions for 
any GST amounts. 


When you enter cash sales or invoices in either Record Receipts or Enter 
Sales, you will need to manually calculate and distribute GST where appro- 
priate. 


You specified your ac- 
counting basis in Set- 
up/Company/ 
Preferences/General. 
For more information, 
see “Setting your 
General Preferences” 
on page 31. 


The accounting basis (cash or accrual) that you use will determine the way you 


enter your customer transactions: 
In a cash-basis system, you record your sales when you receive payment. 


Enter receipts from your customers in Record Receipts 


LILI EICtLI COTE 


invoices for your customers in Invoice 
Customers. 


In an accrual-basis system, you record your sales when you make them, 
regardless of when you receive payment. 


Enter sales that require printed invoices in Invoice Customers. 


You can hot print a receipt, and you can print 


OOOOOOOCIC 


You can hot print invoice s that you need right 
away, or batch print them at a later time in 
Entries/Print/Invoices. 


If you don’t need printed invoices, use Enter Sales. 


Print statements for your customers in 
Entries/Print/Statements. Then later you 
can enter their payments in either 

Enter Sales or Record Receipts. 
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Record 
Receipts 
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When you enter your customer transactions, One-Write Plus automatically makes 
the appropriate General Ledger distributions. Following is a summary: 


Accounts Receivable 


Sales, Freight, and Sales Tax 


Invoice 

Cash Sale Undeposited Cash Sales, Freight, and Sales Tax 
Payment Undeposited Cash Accounts Receivable 
Security Deposit Undeposited Cash Customer Security Deposits 
Credit Memo Sales, Freight, and Sales Tax Accounts Receivable 
Finance Charge Accounts Receivable Finance Charge Income 


In Record Receipts you enter transactions on a receipt-like form with your 
previous receipt transactions displayed in the section above the receipt. 


You can enter four types of transactions in Record Receipts: 


1 S-~- Cash Sale paid by check—a customer sales transaction that is paid 
immediately. It does not affect Accounts Receivable. 


$ - Cash Sale (see above) paid by currency 
P - Payment—payment by check against outstanding receivables 
D - Security Deposit—a payment in advance of products or services 


purchased. This does not affect Accounts Receivable, but the amount is 
indicated on the Customer Card. 


Entering a Cash Sale 


To enter a cash sale, perform the following steps: 


1. Select Entries/Record Receipts. 


A list of your bank accounts displays with the Undeposited Cash account 
defaulted. 


Access the Help Index, 2. Choose the default account as the account to use to add new receipts. 
and choose “Bank Ac- 
count 16” for more in- 
formation. 


The Record Receipts screen displays. 


Previously recorded transactions 
The Kite Store Record Receipts 06715793 


Fina] iz | | ‘| [eustoner| [Pres] Date | [perete [reine] [save | 


Date Type |Received from Description Receipt#|J] Amount 
05715793[ S_ |Lansing Main Street Toys [#2932 


Customer ID: T93DS9 Salesperson: JMM Undeposited cash 


Help Next 


Date Type Received from Description Receipt# 
06/15/93 S$ Hobbies & More Ord 9323 103 $ 700.00 
8932 Jefferson Place 

Anytown, USA 55555 


Retain this receipt for your records. Signature 


—Ji 


—I—_1 Bank Balance > 


< SuperTrack > < Memorize > < Apply to Bills > < Distribute > 
Enter the Customer ID. ALT-L = Customer List. 


Receipt form for entering transactions Bank or credit card balance 
3. Enter the Customer ID. 


Choose aoe) to display and select from your Customer List. 


The initials of the Salesperson associated with this customer, and the 
Customer Name and Address are entered from the Customer Card. The date 
defaults to the current working date. 


4. Press Enter or click with your mouse to move the cursor to the next field. 


aes einformation, 5. Edit any of these default entries, if you like. 


6. Enter S or $ for the Transaction Type. 
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7. Enter a Description for this cash sale transaction, if you like. 


8. Enter the Reference Number, for example, the customer’s check number. 


If you want to memorize this cash sale, choose <Memorize>. One-Write Plus 
will write “MEMORIZE” into this field. Please note that a receipt will not 
maintain a “Memorized” status if you hot print it. (For more information 


; about memorized transactions, refer to “Memorize” on page 200.) 
Canadian Users 


If this sale qualifies for | 9. Enter the Amount of the cash sale. 
GST, be sure to manu- : 
ally calculate the GST, This amount must equal the amount of the cash received. 


a aa ie a i % When you press Enter, the distribution dialog box displays. The distribution 


Then distribute the account is defaulted if you specified one on the Customer Card. 


amount to the GST 
Collectible account. . Accept or override the default distribution. If no account is defaulted, enter the 


General Ledger account number(s) and the amount of each distribution. 
Choose <Account> to view or add to your G/L accounts. Choose <OK> when 
your distribution is complete. 


One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you're set up to use it), or hot print a receipt. 


Entering a Payment 


To enter a payment, perform the following steps: 


1. Select Entries /Record Receipts. 


A list of your bank accounts displays with the Undeposited Cash account 


defaulted. 
AccesstheHelpIndex, 2. Accept the default account as the account to use to add new customer 
and choose “Bank Ac- payments. 
count 16” for more in- . . 
foriation, The Record Receipts screen displays. 


3. Enter the Customer ID. 


Choose Customer} to display and select from your Customer List. 


The initials of the Salesperson associated with this customer, and the 
Customer Name and Address are entered from the Customer Card. The date 
defaults to the current working date. 
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For more information, 
refer to “Apply to 
Bills Invoices)” on 
page 201. 


Access the Help Index, 
and choose “Bank Ac- 
count 16” for more in- 
formation. 


10. 


11. 


12. 


Press Enter or click with your mouse to move the cursor to the next field. 
Edit any of these default entries, if you like. 

Enter P for the Transaction Type. 

Enter a Description for this payment, if you like. 


Enter the Reference number, an identifying number such as the customer’s 
check number. 


Enter the Amount of the payment. 


If this is a balance forward customer, One-Write Plus automatically applies 
this payment to the earliest invoice(s). Skip to Step #12. 


If this is an open item customer with open invoices, the Apply to Open 
Invoices dialog box displays when you press Enter. 


Select each invoice you wish to apply this payment to, and enter the Amount 
of Payment. If a discount was taken on any invoice, enter the amount in the 
Discount Taken field. Choose <OK> when your application is complete. 


Note—If you don’t have an open invoice to apply the payment to at this time, it will 
retain an unapplied balance and appear on the Aged Receivables Report. Choose 
<OK> now, and later, when you have entered an invoice, return to this screen, select 
the payment choose <Apply to Invoices>, and apply the payment. 

One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you're set up to use it), or hot print a receipt. 


When you have finished this entry session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


Entering a Security Deposit 


To enter a security deposit, perform the following steps: 


1. 


2. 


Select Entries/Record Receipts. 


A list of your bank accounts displays with the Undeposited Cash account 
defaulted. 


Choose the default account as the account to use to add new security deposits. 


The Record Receipts screen displays. 
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For more information, 


choose: 
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3. Enter the Customer ID. 


Choose € or type Alt-L to select from your Customer List. 


The initials of the Salesperson associated with this customer, and the 
Customer Name and Address are entered from the Customer Card. The date 
defaults to the current working date. 


4. Press Enter or click with your mouse to move the cursor to the next field. 
5. Edit any of these default entries, if you like. 

6. Enter D for the Transaction Type. 

7. Enter a Description for this security deposit, if you like. 

8. Enter the Reference Number, for example, the customer’s check number. 


9. Enter the Amount of the security deposit. 


The full amount of the deposit is distributed to the Customer Security Deposits 
liability account. 


One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you're set up to use it), or hot print a receipt. 


10. When you have finished this entry session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


Later, after you have issued an invoice to the customer for the goods or services 
that the deposit was received for, you must apply the deposit to the invoice: 


1. Return to the Record Receipts screen. 
2. Locate the customer security deposit you want to apply. 


3. Choose <Apply to Invoices>, and apply the deposit to the appropriate 
invoice(s). 


For more information, refer to the section, “Apply to Bills (Invoices)” on page 201. 


Invoice 
Customers 


If you don’t need 
printed invoices, you 
can enter your sales 
transactions in Enter 
Sales. 


a eee ee eee ee ee ee A a 


In Invoice Customers, you enter sales invoices, cash sales, and credit memos that 
require a printed invoice for your customers. 


To match your business needs, One-Write Plus offers three different invoice styles: 
Inventory, Service, and Professional. You specified which style you wanted to use 
in Setup /Company /Preferences/Customers and Invoices. 


If you selected to use the Inventory Invoice, you have probably set up SuperTrack 
Item Cards for all the items in your inventory. If you selected to use the Service 
Invoice, you may want to set up cards for each of the services your business offers. 
For a professional business, you could also benefit from setting up SuperTrack 
Item Cards if you categorize the services you offer your clients. 


Items that you wish to access when you enter invoices must be set up under Card 
Type #1. 


SuperTrack’s Inventory Item feature facilitates your work each time you enter 
customer invoices by allowing you to “paste in” information from your cards. 
Then you apply amounts from your invoice to the SuperTrack Item Cards to track 
such things as quantity on hand or hours. (For more information, see “Creating 
SuperTrack Cards” on page 52.) 

You can enter these transaction types in Invoice Customers: 


Q Invoice—a request for payment that increases the customer balance owed and 
the Accounts Receivable balance. 


Q Credit Memo—a reduction in the amount owed that reduces the customer 
balance and the Accounts Receivable balance. 


Q Cash Sale—a customer sales transaction that is paid immediately. This 
transaction type does not increase the customer balance or the Accounts 
Receivable balance. 


Q C.O.D—a sale requiring immediate payment when it is delivered. 
Q Credit Card—a sale paid for immediately by credit card. 


There are two sections to every invoice: 
Q Section 1 contains the billing and shipping (if applicable) information. 


Q Section 2 contains the line items and totals. 


Canadian Users 


When you enter sales in Invoice Customers, One-Write Plus automatically 
calculates GST based on the income account ranges you specified in Setup/ 


Company /Preferences/GST Tax Preferences. Then when you print 
invoices, One-Write Plus distributes any GST amounts to the GST 
Collectible Account. 
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Entering an Inventory Invoice 


If you selected Inventory as your preference in Setup /Company /Preferences/ 
Customers and Invoices, a blank inventory invoice displays when you select 
Invoice Customers. In addition to customer and billing information, the inventory 
invoice contains all the details of each item you sell, as well as shipping 
information and freight charges. 


One-Write Plus works very nicely for items in your inventory. You bring in 
information about each item from the SuperTrack Inventory Item Card, and the 
system allocates the quantity and dollar amounts of the sale back to the Inventory 
Item Card. This way you can track items in your inventory at the same time that 
you invoice your customers. 


To fill out an inventory invoice, perform the following steps: 


1. Select Entries/Invoice Customers. 


The Inventory Invoices (Sec 1) screen displays. 


Bill to information hip to information 


The Kite Store 


Invoice # Eee Date 06/15/93 
Customer Salesperson JNM 


9382 

66/15/93 

66/15/93 Bue 
Discount 


L362-3881 
Yellow Freight F.0.B BOSTON 


For more information, 
choose 


Discount Days and 
Due Days are default- 
ed from the Customer 
Card. 


Enter the Invoice # if you are not using pre-numbered forms. One-Write Plus 
automatically assigns consecutive invoice numbers for every invoice recorded 
after the first one. You can accept the assigned invoice number or override it 

by typing in a new one. 


Be careful not to reuse this number. One-Write Plus doesn’t check for 
duplicates. 


If you specified that you will use pre-numbered invoice forms in Setup/ 
Printable Forms/Invoices, this field is skipped. 


Enter the Date for this invoice. 


Toggle the spacebar to display your selection—Invoice, Credit Memo, Cash 
Sale, C.O.D., or Credit Card for the type of this Transaction. 


Enter the Customer ID. 


Choose | or type Alt-L to select from your Customer List. 


The Customer Name, Salesperson, Sales Tax ID, Bill To, and Ship To 
information are defaulted from the Customer Card. You can edit any of these 
fields. 

Enter the following information: 

e P.O. Number 

e Order Date 

e Ship Date 

e Ship Via—the shipping method for this order 

e F,O.B.—the Free on Board location for freight charges 

e Due Days—the number of days before this invoice becomes due 


e Discount Percent and Days—the early payment discount percent and the 
number of days allowed for an early payment discount 


e anoptional Description for internal use on your Sales Journal 


e any Notes you would like to appear under the Ship To address on the 
invoice form 


e any special Comments or instructions you would like to appear in the 
subheader section of the invoice form. These are defaulted if you entered 
comments on the Customer Card. 


e any additional Message you would like to appear on the bottom section of 
the invoice form 
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7. Choose <Section 2 - Lines>. 


The Invoice Line Items (Sec 2) screen displays. 


The Kite Store Invoice Line Items (Sec 2) _ 06/15/93 


| | 


Invoice # Date 06715/93 Transaction INVOICE 
Customer HOBBY Salesperson JNM Sales Tax 


Item Order |Ship Description Unit Price|Tax|Extension [Account 
IBLUZB1 1,000] 1,000/Blue Paper Kite 0.95 350 .00 [4000 
MULTI382 500 500/Multi Colord Paper 0.88 440 .00 | 4000 
STRNG832 500 500 /String-Cttn 8 1/4°x 0.08 40 .00 |4000 


Subtotal Shipping — Tax] Sales Tax Total 
950 .00 67.00 


9.00 950.00 
< SuperTrack > < Shipping > < New Transaction > < Section 1 - Header > 


Enter the item number for this line item. ALT-L + Item List. 


Displays Section 1 screen 
8. Enter the Item ID. 


Choose to display and select from a SuperTrack Card list. This will 


bring in the Item ID, Description, and Unit Price of this item. 
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You defined the number 
of decimal places for 
quantity and price in 
Setup/Company/Prefer- 
ences/Customers and 
Invoices. 


10. 


Ll 
12. 


13. 


14. 


15: 
16. 


Enter the following information about your line item. You can edit 
information defaulted from your SuperTrack Inventory Item Card. 


e Order—the quantity of items ordered 
e Ship—the quantity of items shipped 
e Description 

e Unit Price 


e Tax—the sales tax table ID from Section 1 defaults for the first line. Each 
line item can be taxed using a different jurisdiction. 


Choose ‘Tax to display a list of sales tax IDs. 


e Extension is the calculated sales price based on the method you selected in 
Setup /Company /Preferences /Customers and Invoices. You cannot edit 
this amount. 


e Account—the G/L sales or revenue account that you wish to distribute 
this line item to. 
Repeat the above steps for each item on this invoice. 


One-Write Plus calculates the totals at the bottom of this screen. You can’t edit 
these totals, but you can go back and edit individual line items. 


Choose <Shipping> to advance to the Shipping field. 


Enter any additional shipping amount and the sales tax ID for the shipping 
charges. 


if you wish to hot print this invoice. 


when you have completed your entry. 


Choose <New Transaction> to enter a new invoice. 


When you have completed your entries in Invoice Customers, press Esc or 
click on the right mouse button to return to the One-Write Plus menu screen. 


You can batch print the invoices you entered in Entries /Print/Invoices. For more 
information, refer to “Printing Forms” on page 196. 
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For more information, 


choose: 
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Entering a Service Invoice 


If you selected Service as your preference in Setup /Company /Preferences/ 
Customers and Invoices, a blank service invoice displays when you select Invoice 
Customers. 


One-Write Plus works very nicely for services. You bring in information about 
each service from the SuperTrack Service card, and then allocate the hours and 
dollar amounts of the invoice back to the Card. This way you can track the services 
that your business offers at the same time that you invoice your customers. 


To fill out a service invoice, perform the following steps: 


dP 


Select Entries /Invoice Customers. 

The Service Invoices (Sec 1) screen displays. 

Enter the Invoice # if you are not using pre-numbered forms. One-Write Plus 
automatically assigns consecutive invoice numbers for every invoice recorded 


after the first one. You can accept the assigned invoice number or override it 
by typing in a new one. 


Be careful not to reuse this number. One-Write Plus doesn’t check for 
duplicates. 


If you specified that you will use pre-numbered invoice forms in Setup/ 
Printable Forms/Invoices, this field is skipped. 


Enter the Date for this invoice. 


Toggle the spacebar to display your selection—Invoice, Credit Memo, Cash 
Sale, C.O.D., or Credit Card for the type of this Transaction. 


Enter the Customer ID. 


| or type Alt-L to select from your Customer List. 


The Customer Name, Salesperson, Sales Tax ID, and Bill To Address 
information are defaulted from the Customer Card. You can edit any of these 
fields. 


For more information, 
choose: ae 


Discount Days and 
Due Days are default- 
ed from the Customer 
Card. 


10. 


11. 
12. 


13. 


Enter the following information: 

e the P.O. Number 

e the Order Date 

e Due Days—the number of days before this invoice becomes due 


e Discount Percent and Days—the early payment discount percent and the 
number of days allowed for an early payment discount 


* an optional Description for internal use on your Sales Journal 


° any special Comments or instructions you would like to appear in the 
subheader section of the invoice form. These are defaulted if you entered 
comments on the Customer Card. 


e any additional Message you would like to appear in the bottom section of 
the invoice form 


Choose < Section 2 - Lines >. 


Enter the Reference. 


Choose — to select from a SuperTrack Card list. This will bring in the 


Reference, Description, and Amount of this service. 

Enter the following information about your line item. You can edit 
information defaulted from your SuperTrack Card. 

e Description 


e Tax—the sales tax table ID from Section 1 defaults for the first line. Each 
line item can be taxed using a different jurisdiction. 


e Amount 

e Account—the G/L sales account that you wish to distribute this line item 
to. 

Repeat the above steps for each item on this invoice. 


One-Write Plus calculates the totals at the bottom of this screen. You can’t edit 
these totals, but you can go back and edit individual line items. 


Press Alt-G to advance to the Shipping field. 


Enter any additional shipping amount and the sales tax ID for the shipping 
charges. 


Choose if you wish to hot print this invoice. 
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14. Choose when you have completed your entry. 


15. Choose <New Transaction> to enter a new invoice. 
16. When you have completed your entries in Invoice Customers, press Esc or 
click on the right mouse button to return to the One-Write Plus menu screen. 


You can batch print the invoices you entered in Entries/Print/Invoices. For more 
information, refer to “Printing Forms” on page 196. 


Entering a Professional Invoice 


If you selected Professional as your preference in Setup/Company / Preferences / 
Customers and Invoices, a blank professional invoice displays when you select 
Invoice Customers. 


You can use SuperTrack to track different aspects of your business at the same time 
that you invoice your customers. 


To fill out a professional invoice, perform the following steps: 


1. Select Entries /Invoice Customers. 
The Professional Invoices (Sec 1) screen displays. 

2. Enter the Invoice # if you are not using pre-numbered forms. One-Write Plus 
automatically assigns consecutive invoice numbers for every invoice recorded 


after the first one. You can accept the assigned invoice number or override it 
by typing in a new one. 


Be careful not to reuse this number. One-Write Plus doesn’t check for 
duplicates. 


If you specified that you will use pre-numbered invoice forms in Setup/ 
Printable Forms/Invoices, this field is skipped. 


3. Enter the Date for this invoice. 


4. Toggle the spacebar to display your selection—Invoice, Credit Memo, Cash 
Sale, C.O.D., or Credit Card for the type of this Transaction. 


Discount Days and 
Due Days are default- 
ed from the Customer 
Card. 


Enter the Customer ID. 


Choose or type Alt-L to select from your Customer List. 


The Customer Name, Salesperson, Sales Tax ID, and Bill To Address 
information are defaulted from the Customer Card. You can edit any of these 
fields. 

Enter the following information: 

e the P.O. Number 

e the Order Date 

e Due Days—the number of days before this invoice becomes due 


¢ Discount Percent and Days—the early payment discount percent and the 
number of days allowed for an early payment discount 


e an optional Description for internal use on your Sales Journal 


° any special Comments or instructions you would like to appear in the 
subheader section of the invoice form. These are defaulted if you entered 
comments on the Customer Card. 


e any additional Message you would like to appear in the bottom section of 
the invoice form 


e the initials of the Salesperson associated with this sale 


e Choose < Section 2 - Lines >. 


Enter the Description. 
to display and select from a SuperTrack Card list. This will 


bring in the Reference, Description and Amount of this service. 


Enter the following information about your line item. You can edit the 
information defaulted from your SuperTrack Card. 


e Description 
e Amount 


e Tax—the sales tax table ID from Section 1 defaults for the first line. Each 
line item can be taxed using a different jurisdiction. 


e Account—the G/L sales account that you wish to distribute this line item 
to. 
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For more information, 


choose: 
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10. 
iT. 


12. 


13. 


14. 
15: 


Repeat the above steps for each item on this invoice. 


One-Write Plus calculates the totals at the bottom of this screen. You can’t edit 
these totals, but you can go back and edit individual line items. 


Press Alt-G to advance to the Shipping field. 


Enter any additional shipping amount and the sales tax ID for the shipping 
charges. 


Choose if you wish to hot print this invoice. 


Choose when you have completed your entry. 


Choose <New Transaction> to enter a new invoice. 


When you have completed your entries in Invoice Customers, press Esc or 
click on the right mouse button to return to the One-Write Plus menu screen. 


You can batch print the invoices you entered in Entries/Print/Invoices. For more 
information, refer to “Printing Forms” on page 196. 


Entering a Credit Memo 


Sometimes, as a result of a price reduction, an out-of-stock situation, or a customer 
complaint, you may need to issue a credit memo. You can enter a credit memo in 
Invoice Customers if you want to print a detailed credit memo for your customer 
and for your own records. 


To enter a credit memo, perform the following steps: 


1, 


2 


Select Entries /Invoice Customers. 


If you number your credit memos, enter a number in the Invoice # field. You 
can accept the assigned number, override it by typing in a new one, or leave 
this field blank. 


Be careful not to reuse this number. One-Write Plus doesn’t check for 
duplicates. 


If you specified that you will use pre-numbered invoice forms in Setup / 
Printable Forms/Invoices, this field is skipped. 


You can choose to 
credit the same G/L 
account(s) that the 
original invoice was 
distributed to, or 
another account such 
as Returns & 
Allowances. 


10. 
abies 


Enter the Date for this credit memo. 


Select Credit Memo for the type of this Transaction. 
With this selection, P. O. Number changes to Credit Invoice Number. 


Enter the Customer ID. 


Choose or type Alt-L to select from your Customer List. 


Customer information is defaulted from the Customer Card. You can edit any 
of these fields. 


Enter the Credit Invoice Number. 


When you save the credit memo, this invoice will be credited automatically. If 
you don’t know the invoice number, leave this field blank. You can apply this 
credit memo to an invoice later in Entries /Issue Credits. 


Most of the other fields on this screen can be left blank. Enter an optional 
Description, any special Comments you would like to appear on the header of 
the invoice form, or a Message to print in the Totals section. 


Choose <Section 2 - Lines>. 
Enter the following information about each returned item. You can edit 


information defaulted from your SuperTrack Item Card. 


e Foran inventory credit memo, enter the Item ID, the number of items 
returned, a Description of items being returned, the Unit Price, the Tax 
Table ID, and the G/L account. 


e Fora service credit memo, enter the Reference, a Description of the credit 
memo, the Tax Table ID, the Amount, and the G/L account. 


e Fora professional credit memo, enter the Description, the Tax Table ID, 
the Amount, and the G/L account. 


Choose to display and select from a SuperTrack Item Card list. 


This will bring in information from your Item Card. 


If applicable, enter the amount of shipping to be credited. 
Repeat the above steps for each item on this credit memo. 


One-Write Plus calculates the totals at the bottom of this screen. You can’t edit 
these totals, but you can go back and edit individual line items. 
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12. Choose when you have completed your entry. 


13. Choose <New Transaction> to enter a new invoice. 


14. When you have completed your entries in Invoice Customers, press Esc or 
click on the right mouse button to return to the One-Write Plus menu screen. 


This credit memo will print in the same batch print as your other invoices (Entries / 
Print/Invoices). You can also batch print the credit memos you entered in Entries / 
Print/Credit Memos. For more information, refer to “Printing Forms” on page 196. 


When saved, the credit memo reduces the customer balance and sales or income 
account to which it is distributed. 


Enter Sales 


If your business re- 
quires printed invoic- 
es, you will record 
sales transactions in 
Invoice Customers. 


Pee gg Re 


In Enter Sales, you enter sales invoices, cash sales, and credit memos that do not 
require a printed invoice for your customers. 


You can enter seven types of transactions in Enter Sales: 


QQ I-Invoice—a request for payment that increases the customer balance and the 
Accounts Receivable balance. 


QQ S-Cash Sale by check—a sales transaction without an invoice. This 
transaction type does not increase the customer balance or the Accounts 
Receivable balance. 


OQ $-Cash Sale by currency—a sales transaction without an invoice. This 
transaction type does not increase the customer balance or the Accounts 
Receivable balance. 


P - Payment—payment by check against outstanding invoices. 


D - Security Deposit—a payment in advance of products or services 
purchased. This does not affect Accounts Receivable, but the amount is 
indicated on the Customer Card. 


Q X-Credit Memo—a reduction in the amount owed that reduces the customer 
balance and the Accounts Receivable balance. See “Issue Credits” on page 161 
for a complete description of this procedure. 


Q F- Finance Charge—a charge for late payment. In the “Finance Charges” 
section, see “Enter Manually” on page 163 for a complete description of this 
procedure. 


on  — 


Entering an Invoice 


In Enter Sales, you enter sales that do not require printed invoices for your 
customers. 


To enter an invoice, perform the following steps: 


1. Select Entries /Enter Sales. 


The Enter Sales screen displays. 
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06715793 


Pr int] [save 


THE KITE STORE Enter Sales 


rind] |__| [emstoner] 


[rex] pate] [rerete| 
Customer ID: YANKEE ‘Yankee Hobby & Craft 


Customer Type: Customer Balance: 1993 .00 


Prey 


Help 


Date Trx Ref. No. Description Sls Amount Balance 
Line No. Due Date Disc Date Disc Taken Disc Avail 


05/16/93 
1 


I }3921 


13S-32911-LGF SEM 1243 .00 
06715/93 0.00 
— 


1243.00 
0.00 


I 


05/22/93 
Zz 


4911 J38-3923-32 SEM 750.00 


06/21/93 0.00 
1 


750.00 
9.00 


1050 .00 
9.00 


CEVAEVE)) I |MEMORIZE}K323-0392 SEN 1050 .60 


07715793 0.00 
—l 


9.00 
0.00 


—i 
< SuperTrack > < Memorize > < Apply To Invoices> < Distribute > 
Enter \the date for this transaction. 


Sales transactions can be memorized. 


2. Enter the Customer ID. 


For more information, 


choose: 


Choose ag or type Alt-L to select from your Customer List. 


Customer Name, Type and Balance are provided from your Customer Card. 


3. Press Enter or click with your mouse to move the cursor to a new transaction 
line. 


4. Accept the current working date, or change it if you want to. 
5. Accept the default I for the Transaction Type. 


6. Enter the reference number—the invoice number, for example. 


If you want to memorize this invoice transaction, choose <Memorize>. One- 
Write Plus will write “MEMORIZE” into this field. (For more information 
about memorized transactions, refer to “Memorize” on page 200.) 

7. Enter a Description for this transaction, if you like. 


8. The Due Date and Discount Dates are automatically calculated from the terms 
specified on the Customer Card. You can edit these dates, if you wish. 


9. Enter the initials of the salesperson responsible for this transaction. 
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Ganatiah Eines 10. Enter the amount of this transaction. 


If this sale qualifies for The cursor moves to the Discount Available field if you have entered Due and 
GST, be sure to manu- Discount Dates. Accept this amount or enter another. The Discount Taken field 


ally calculate the GST, is updated when a payment or credit type transaction is applied to this invoice. 
and add it to the ee eee F : . : 
amount of the sale. When you press Enter, the distribution dialog box displays. The distribution 
Then distribute the account is defaulted if you specified one on the Customer Card. 

amount to the GST 


Collectible account. 11. Accept or override the default distribution. If no account is defaulted, enter the 
General Ledger account number(s) and the amount of each distribution. 


Choose <OK> when your distribution is complete. 


Fora list of G/L accounts, 


disnone-ehncaunts. One-Write Plus automatically saves your entry, but prompts you to allocate to 


Then, if you need a new SuperTrack (if you're set up to use it). 
account, 
choose: , When it comes time to bill your customers, you can batch print your statements in 
Entries /Print/Statements. For more information, refer to “Printing Forms” on 
page 196. 


Entering a Cash Sale 
To enter a cash sale, perform the following steps: 


1. Select Entries /Enter Sales. 


The Enter Sales screen displays. 


2. Enter the Customer ID. 


Choose Customer or type Alt-L to select from your Customer List. 


3. Press Enter or click with your mouse to move the cursor to a new transaction 
line. 


4. Accept the current date, or enter another. 


5. Enter S or $ for the Transaction Type. 


ee eter uaa A list of your bank accounts displays with the Undeposited Cash account 


‘Help - defaulted. 


6. Accept the default account as the account to use to add new cash sales. 
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7. Enter the Receipt Number, or a reference like the customer’s check number. 


If you want to memorize this cash sale, choose <Memorize>. One-Write Plus 
will write “MEMORIZE” into this field. Please note that a receipt will not 
maintain a “Memorized” status if you hot print it. (For more information 
about memorized transactions, refer to “Memorize” on page 200.) 


8. Enter a Description for this cash sale transaction, if you like. 


, Enter the initials of the salesperson responsible for this transaction. 
Canadian Users 


If this sale qualifies for . Enter the Amount of the cash sale. 
GST, be sure to manu- 
ally calculate the GST, This amount must equal the amount of the cash received. 


cole - nom ” When you press Enter, the distribution dialog box displays. The distribution 


Then distribute the account is defaulted if you specified one on the Customer Card. 


amount to the GST 
Collectible account. . Accept or override the default distribution. If no account is defaulted, enter the 


General Ledger account number(s) and the amount of each distribution. 
Choose <Account> to view or add to your G/L accounts. Choose <OK> when 
your distribution is complete. 


One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you’re set up to use it). 


Entering a Payment 


To enter a payment, perform the following steps: 


1. Select Entries/Enter Sales. 


The Enter Sales screen displays. 


2. Enter the Customer ID. 


Choose Customer} or type Alt-L to select from your Customer List. 


3. Press Enter or click with your mouse to move the cursor to a new transaction 
line. 


4. Accept the current date, or enter another. 


6. Enter P for the Transaction Type. 


A list of your bank accounts displays with the Undeposited Cash account 
defaulted. 
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For more information, 
refer to “Apply to 
Bills (Invoices)” on 
page 201. 


13. 


14. 


Choose the default account as the account to use to add new payments. 
Enter a reference number, for example, the customer’s Check Number. 


Enter a Description for this payment, if you like. 


. Enter the initials of the salesperson responsible for this transaction. 
. Enter the Amount of the payment. 


. If this is a balance forward customer, One-Write Plus automatically applies 


this payment to the earliest invoice(s). Skip to Step #14. 


If this is an open item customer with open invoices, the Apply to Open 
Invoices dialog box displays when you press Enter. 


Select each invoice you wish to apply this payment to, and enter the Amount 
of Payment. If a discount was taken on any invoice, enter the amount in the 
Discount Taken field. Choose <OK> when your application is complete. 


Note—If you don’t have an open invoice to apply the payment to at this time, it will 
retain an unapplied balance and appear on the Aged Receivables Report. Choose 
<OK> now, and later, when you have entered an invoice, return to this screen, select 
the payment choose <Apply to Invoices>, and apply the payment. 


One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you’re set up to use it), or hot print a receipt. 


When you have finished this entry session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


Entering a Security Deposit 


To enter a security deposit, perform the following steps: 


1. 


Select Entries /Enter Sales. 


The Enter Sales screen displays. 


Enter the Customer ID. 


or type Alt-L to select from your Customer List. 


The top portion of the screen is filled in from your Customer Card. 


Customer Transactions 159 


For more information, 


choose: 
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10. 


Press Enter or click with your mouse to move the cursor to a new transaction 
line. 


Accept the current date, or enter another. 


Enter D for the Transaction Type. 


A list of your bank accounts displays with the Undeposited Cash account 
defaulted. 


Accept the default account as the account to use to add new security deposits. 
Enter a reference number, for example, a check number. 

Enter a Description for this security deposit, if you like. 

Enter the initials of the salesperson responsible for this sale. 


Enter the Amount of the security deposit. 


The full amount of the deposit is distributed to the Customer Security Deposits 
liability account. 


One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you're set up to use it), or hot print a receipt. 


Later, after you have issued an invoice to the customer for the goods or services 
that the deposit was received for, you must apply the deposit to the invoice: 


Le 
2. 


o: 


Return to the Enter Sales screen. 
Locate the customer security deposit you want to apply. 


Choose <Apply to Invoices>, and apply the deposit to the appropriate 
invoice(s). 


For more information, refer to the section, “Apply to Bills (Invoices)” on page 201. 


Issue Credits 


You can also enter 
credit memos at the 
same time you enter 
your invoices. In En- 
ter Sales, follow from 
step 2 of this proce- 
dure. If you want to 
print a detailed credit 
memo see “Entering a 
Credit Memo” on 
page 152. 


For more information, 
choose: 


For more information, 
refer to “Apply to 
Bills (Invoices)” on 
page 201. 


In Issue Credits, you can enter all your credit memos at once. Simply select the 
appropriate Customer Card and enter the requested information. The transaction 
type, X, is already defaulted for you. 


To issue credits, perform the following steps: 


iL 


10. 


Select Entries /Issue Credits. 


The Issue Credits screen displays. 


Enter the Customer ID. 


Choose | or type Alt-L to select from your Customer List. 


Press Enter or click with your mouse to move the cursor to a new transaction 
line. 


Enter the Date for this credit memo. 


X is the only Transaction Type allowable on this screen. 

Enter a reference number, for example, the customer’s invoice number. 
Enter a Description for this credit memo, if you like. 

Enter the initials of the salesperson responsible for this transaction. 
Enter the Amount of the credit memo. 


If this is a balance forward customer, One-Write Plus automatically applies 
this credit memo to the earliest invoice(s). 


If this is an open item customer with open invoices, the Apply to Open 
Invoices dialog box displays when you press Enter. 


Select each invoice you wish to apply this credit memo to, and enter the 
Amount of Payment. Choose <OK> when your application is complete. 


The distribution dialog box displays. The distribution account is defaulted if 
you specified one on the Customer Card. 
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Finance 
Charges 
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11. Accept or override the default distribution. If no account is defaulted, enter the 
General Ledger account number(s) and the amount of each distribution. 
Choose <Account> to view or add to your G/L accounts. 


You can choose to credit the same account numbers that the original invoice 
was distributed to, or a different account such as Returns & Allowances. 


Choose <OK> when your distribution is complete. 


One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you’re set up to use it). 


One-Write Plus recalculates the invoice amount, the unpaid balance for the 
invoice, the customer balance, and the checking account balance. 


Ne ee 


In Finance Charges, you can easily assess finance charges on your customers’ 
overdue accounts. On your Customer Cards you specified the number of days you 
give your customers to pay their bills as well as the percentage you use to assess 
finance charges on overdue amounts. One-Write Plus uses that information to 
calculate finance charges and then apply them to the Customer’s account. 


Following is the Finance Charges submenu: 


Entries 


Record Receipts 
Invoice Customers 
Enter Sales 

Issue Credits 


Enter finance charges manually; for 
example, to a customer who is not 
usually assessed one. 


nter Manually 


Calculate | 


One-Write Plus calculates 
automatically based on the 
information in your Customer Cards. 


Journal Entries : 
Budget ing » 
Menorized Transactions > 


You can also enter 
finance charges at the 
same time you enter 
your invoices. On the 
Enter Sales screen, 
follow steps 2 - 8 of 
this procedure. 


For more arEATIATON, 
choose: 


Enter Manually 


You can enter finance charges manually if you want to for any reason. You 


calculate the charges manually, and enter the amount. One-Write Plus, in turn, 
applies the amount to the customer balance. 


To enter finance charges manually, perform the following steps: 


1. 


Select Entries / Finance Charges/Enter Manually. 
The Finance Charges - Manually Enter screen displays. 


06715793 


petete] [Print] Save | 


THE KITE STORE Finance Charges 


|[ | [oustoner 


Customer ID: YANKEE Yankee Hobby & Craft 


Find Prev 


Next | [pate 


Help 


Customer Type: Customer Balance: 3043 .00 
Date Trx Ref. No. Description Sls Amount Balance 
Line No. Due Date Disc Date Disc Taken Disc Avail 


05/16/93 
1 


13S-32911-LGF SEM 1243 .00 oar 00 
06/15/93 0.00 0.00 
—_ 


J38-3923-32 SEN 750.00 a 00 
06/21/93 0.00 0.00 
— 


05/22/93 
2 


SEM 


1050.00 
0.00 


06715/93 “_ 
3 


07715/93 


SEM 0.00 
07715/93 0.00 
1 


06715793} 


< SuperTrack > < Memorize > < Apply To Invoices> < Distribute > 
Enter the date for this transaction. 


Enter the Customer ID. 


Choose Customer] or type Alt-L to select from your Customer List. 


Press Enter or click with your mouse to move the cursor to a new transaction 


line. 
Enter the Date for this entry. 


F is the only Transaction Type allowable on this screen. 
Enter a Reference Number, or accept the default FIN CHG. 
Enter a Description for these charges, if you like. 


Enter the initials of the salesperson responsible for this transaction. 
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8. Enter the Amount of the finance charges. 
When you press Enter, the distribution dialog box displays with the full 
amount of the entry distributed to the Finance Charges account. 

9. Accept or override the default distribution. 
Choose <OK> when your distribution is complete. 
One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you’re set up to use it). 


10. When you have finished with this entry session, press Esc or click the right 
mouse button to return to the One-Write Plus menu screen. 


Calculate 


When you select Calculate, One-Write Plus uses the information you specified on 
your Customer Cards to automatically calculate finance charges and then apply 
them to the Customer’s account. 


Balance forward cus- To invoke the automatic calculation of finance charges, perform the following 
tomers should enter steps: 

finance charges manu- 

ally. (See the preced- 1. Select Entries / Finance Charges/Calculate. 


ing procedure.) . 
The Calculate Finance Charges screen displays. 


Calculate Finance Charges 06/15/93 


Finance Charge Transactions will be dated: 

Calculate Finance Charges on Transactions Due Before: 
Minimum Finance Charge Amount: 

Calculate Finance Charges on Overdue Finance Charges? 


Note: After calculating finance charges you can print a report to review 
before approving. We recommend that you calculate finance charges 
for balance forward customers and enter them individually in 
Finance Charges’Enter Manually. 


Enter the date for finance charge transactions. 


164 Chapter 5: Entries 


For more information, 
choose: . 


Editing 
Customer 
Transactions 


2. Enter the following information: 
e the date you want finance charges entered. 


e the cutoff date—One-Write Plus will assess finance charges on the 
invoices due before this date. 


e the minimum finance charge amount. 


e whether you want current finance charges assessed on overdue finance 
charges (Yes or No). 


3. Choose =) 


One-Write Plus displays a finance charge report to review before approving. 
4. Choose <Print> to print a copy of this report. 


Select the destination you wish to print the report to, and choose - Print 


5. Choose | Approve ‘) when you approve all the calculated finance charges. 


You can edit customer transactions from any accounting period. Changes affect the 
General Ledger in the current accounting period. 


Please note—Changes affect the General Ledger in the accounting period of the current 
working date, not in the previous period. If you want the change to affect the previous 
period, you must change the working date. 


Transactions entered in Invoice Customers do not update the General Ledger until 
you print invoices. Therefore, you can edit any part of a transaction before 
printing. 


Transactions entered in Enter Sales, Record Receipts, and Issue Credits update the 
General Ledger when you save them. After saving and printing a transaction, you 
can edit all fields except the date, reference, and amount. 


After printing, if you want to make any other changes, you must void the 
transaction and enter a new one. 


To edit a customer transaction, perform the following steps: 


1. Return to the screen where you entered the transaction (Record Receipts, 
Invoice Customers, etc.). 


2. Choose if you wish to enter a working date of a prior period. 
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To search for an entry- 
on a particular field, 
choose: 


Voiding 
Customer 


Transactions 
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3. Select the transaction you wish to edit: 
e In Record Receipts, move the transaction to the receipt form for editing. 


Move through the list by clicking on the scrollbar; then click on the entry 
you want. Or use T, |, Pg Up, and Pg Dn until the entry displays on the 
receipt form. 


e In Enter Sales or Issue Credits, display the appropriate Customer Card, 
press Enter to move to the transaction lines, and select the transaction you 
wish to edit. 


e In Invoice Customers, display the invoice you wish to edit. 

4. Make the necessary edits. 

5. Choose any of the following buttons to view or edit other aspects of this 
transaction: 
e <Distribute> for General Ledger distributions 


e <Apply to Invoices> for the application of this transaction to one or more 
invoices 


e <SuperTrack> for a SuperTrack allocation 


6. Choose Save _ | to save your edits. 


You can void a customer transaction at any time, even if it is from a previous 
period. 


Please note—Changes affect the General Ledger in the accounting period of the current 
working date, not in the previous period. If you want the change to affect the previous 
period, you must change the working date. 


Deleting cash sales and unpaid invoices is a simple process. If you need to delete 
a transaction that has associated applications, some additional steps are required. 


To void a customer transaction, perform the following steps: 


1. Return to the screen where you entered the transaction. 


2. Choose _ Date | if you wish to enter a working date of a prior period. 


To search for an entry 
on a particular field, 
choose: 


3. Select the transaction you wish to void: 
e In Record Receipts, move the transaction to the receipt form. 


Move through the list by clicking on the scrollbar; then click on the entry 
you want. Or use T, 1, Pg Up, and Pg Dn until the entry displays on the 
check form. 


e In Enter Sales or Issue Credits, display the appropriate Customer Card, 
press Enter to move to the transaction lines, and select the transaction you 
wish to void. 


e In Invoice Customers, display the invoice you wish to void. 


4. Choose 


A message prompts you to press OK to delete the transaction. 


5. Press OK to void this transaction. 


Voiding an invoice with applied payments 


If you're voiding an invoice with payments applied against it, One-Write Plus 
attempts to identify the undeposited payments that were applied to the invoice 
transaction. If the identification is made, the selected invoice is deleted, discounts 
taken are restored, and the previously applied payments are reopened. 


If the system cannot identify the previous payments, you'll get a message stating 
that the invoice can’t be voided. If there’s a remaining balance, you'll be prompted 
to enter a credit memo for the amount of the invoice. For information about 
entering a credit memo see “Issue Credits” on page 161. Be sure to apply the credit 
memo to the invoice you want to void. 


You can void finance charges paid previously in the same way. 


Voiding a payment or credit memo 


When you void a payment or credit memo, One-Write Plus attempts to match it up 
with the corresponding invoice(s), and then reopen the correct invoice amounts. 


If the payment was already deposited, it cannot be deleted. You will have to delete 
the bank deposit first. Follow the steps in “Voiding Customer Transactions” on 
page 166. If the bank deposit has been reconciled, it cannot be deleted. 
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If the transaction you wish to void was applied to multiple invoices, One-Write 
Plus cannot always identify which invoices and amounts to reopen. In this case a 
Reopen Invoices dialog box displays. 


The Kite Store Enter Purchases 


< Reopen bills for 


95.00 > 


06/16/93 

INVOICE REOPEN REOPEN 
DATE NUMBER V} DISCOUNT} AMOUNT 

SES GSS SS Sea 

02701/93|Inv200 |03703|02/11] | 350.00|J| 6.00| 350.00 

03701793} Inv300 =|03/31]03711 50.00 |f 

04701793 | Inv400 = |05/01/04711 


DISCOUNT 
DATE TAKEN 


PAYMENTS 


Totals for: Johnson Office Supply 435.00 0.00 435 .00 
< Help > < Cancel > < OK > Amount Remaining: 160 .00 


= 
< SuperTrack > < Memorize > < Apply to Bills > < Distribute > 
Use_spacebar to change pay status. J=Pay, blank=Hold. 


1. Move the cursor to the first invoice you want to reopen. Then double-click on 
it, or press Enter. 


2. Enter the Discount Taken, if applicable, and the amount paid on this invoice 
by this payment. 


3. Repeat the above for each invoice you want to reopen. 


Each time you enter an amount to apply to an invoice, the Unapplied Balance 
is reduced. 


4. Choose <OK> when you have completed your selections. 


A message displays when you have applied the entire amount and the 
Unapplied Balance is zero. If the reopened amounts do not total the payment 
being voided (if an invoice has been compressed, for example), a dialog box 
informs you that One-Write Plus is creating an invoice transaction in the 
amount of the difference. Choose <OK> to accept this transaction or <Cancel> 
to return to the Reopen Invoices screen. 


Any SuperTrack allocations related to this transaction are automatically voided. 


5. Choose to save the transaction. 
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One-Write Plus displays * VOID * in the Description field of the transaction. The 
check amount is zeroed out, and the invoice amounts are reopened. The cash 
balance, each account affected by the void transaction, and the balance due on the 
Customer Card are all recalculated. An adjusting entry appears in the General 
Ledger Report for the period of the current working date. 


When you void a vendor transaction, One-Write Plus automatically makes the 
appropriate General Ledger distributions. Following is a summary: 


Invoice Sales, Freight, and Sales Tax | Accounts Receivable 
[can Sales, Freight, and Sales Tax Undeposited Cash 

Payment Accounts Receivable Undeposited Cash 

Security Deposit Customer Security Deposits | Undeposited Cash 

Credit Memo Accounts Receivable Sales, Freight, and Sales Tax 

Finance Charge Finance Charge Income __| Accounts Receivable | 
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Prepare 
Deposit 
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Banking 


Every time you record a check, One-Write Plus subtracts the amount from your 
bank balance. However, when you record a receipt from a customer, One-Write 
doesn’t immediately update the balance. To let One-Write Plus know that those 
receipts need to increase your bank account, you must prepare a deposit. Deposits 
increase your bank balance and allow you to perform a reconciliation when your 
bank statement arrives. 


Following is the Banking submenu: 


Entries 


Write Checks 
Bills to Pay > 
Receive Credits 


Record Receipts 
Invoice Customers 
Enter Sales 

Issue Credits 


View all your receipt 
Finance Charges 


transactions and then prepare 
your bank deposit transaction. 


Prepare Deposit 
Reconcile Account 
Journal! Entries Compare your cash account and 
Budget ing bank account balances to check 


Memorized Transactions > ; - ¥ 
register for discrepancies. 


If you use the Bank Reconciliation feature of One-Write Plus, you must record bank 
deposits. 


Following is the General Ledger distribution resulting from a Deposit transaction: 


Selected bank account 


Bank Deposit Undeposited Cash 


Cash Back Selected expense account Undeposited Cash 


To search for a partic- 
ular deposit, simply 
start typing the first 
letter(s) of the cus- 
tomer name. 


For more information, 
choose <Help>. 


To record a bank deposit, perform the following steps: 


1. Select Entries /Banking/Prepare Deposit. 


If you have more than one bank account, select the appropriate one from the 
Bank Accounts list. 


The Prepare Deposit screen displays. 


All undeposited Payments, Cash One-Write Plus marks all undeposited items 
Sales, and Security Deposits. with a checkmark (W) for deposit. 
Prepare Deposit 66/16/93 


Deposit to Bank Account: 1000-00 Checking account 
Date Trx Received fron Description Ref. No. 


06/16/93|C|The Hobby Shop Ord #9212 


Parr Engels Company 
Mannes Toys & More 
Gold Star Leasing 


6 Cash Itens : 
Item Subtotal: i 17,315.49 
Cash Back : 0.00] + Total Deposit : 2,591.53 
Total Deposit: 2,591.53] = Ending Balance : 19,907.02 


<Help > < Select All > < Clear All > < Cancel > < Deposit > 


Mark transactions to be included in this deposit. 


2. From the scrollable list, toggle the spacebar to deselect any item you don’t 
wish to include in this deposit, or choose <Clear All>. 


Check Items and Cash Items are totaled at the bottom of the screen. 


3. Type Alt-B to access the Cash Back field, and enter any dollar amount that you 
want to receive back from your deposit. This amount can exceed your cash 
deposits. 


Total Deposit is updated at the right side of the screen. 


4. Choose <Deposit> when you are satisfied with your selections. 


If you specified a Cash Back amount, the Account List displays. Select the G/L 
account you want to distribute this cash back amount to, and press Enter. 


The Deposit Slip screen displays. 
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For more information, 
choose <Help>. 
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The Kite Store Deposit Slip Ub/1b6793 


Deposit to Account: 
Checking account 


The Hobby Shop | Deposit Date 06/16/93 
|| Reference No DEP323 
| Description 


Parr Engels Company Week of June 15 


Mannes Toys & More 
Gold Star Leasing 


/ Cash Back to Account: 


6 Checks Total 
Total Deposit : 
Less Cash Back: 
Net Deposit 


< Help > < Cancel > < Print Slip & Save > 


Enter a description for this deposit. 


5. Review the items you selected for deposit, and enter the following 


information: 

e the Deposit Date 

¢ an optional Reference Number 

¢ an optional Description 

To print a deposit slip, choose <Print Slip & Save>, and follow the on-screen 
instructions. 


If you don’t need a printed deposit slip, choose <Save>. 


One-Write Plus records your bank deposit in the Receipts Journal. You can print a 
Deposit Report in detail or summary form. See “Bank Deposits” on page 224 for 
more information. 


Voiding a Bank Deposit 


One-Write Plus allows you to void any unreconciled bank deposit. To do so, you 
return to Record Receipts. 


To void a deposit, perform the following steps: 


1. 


Select Entries /Record Receipts. 
A list of your bank accounts displays. 


Select the bank account to which you made this deposit. 
The Record Receipts screen displays. 


3: 


Select the deposit you wish to void. 


The deposit transaction moves to the receipt form. 


Choose @ a 


A message prompts you to press OK to delete the deposit. 


Press | OK 


When you void a bank deposit, One-Write Plus displays * VOID * in the 
Description field, and zeroes out the deposit amount. The receipts linked to 
this bank deposit are then remade available for deposit. 


When you have finished this entry session, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


Transferring Funds 


Transferring funds between bank accounts is an important bookkeeping task. To 
do so, you first record a transfer disbursement in Write Checks, and then a transfer 
receipt in Record receipts. This method is explained below. 


To transfer funds, perform the following steps: 


0 


Select Entries/Write Checks. 


A list of your bank accounts displays. 
Select the bank account you wish to transfer from. 


Record a (D) type transaction for the amount of the transfer. (See “Write 
Checks” on page 119 for more information.) Leave the Vendor ID field blank, 
and in the Pay to the order of field, you can type a description, such as 
“Transfer to Checking.” In the check number field, you can use any number 
but 0, or any letter codes (for example, TRANSFER). 


Distribute the amount to account #1099 Cash Transfers. 


Choose Save — to save the entry. 


Select Entries /Record Receipts. 


A list of your bank accounts displays. 
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Reconcile 
Account 


For a month-end 
checklist, access the 
Help Index, and select 
“Monthly Tasks.” 
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7. Select the Undeposited Cash account. 


8. Record an (S) type transaction for the amount of the transfer. (Gee “Record 
Receipts” on page 138 for more information.) Leave the Customer ID field 
blank, and in the Received from field, you can type a description, such as 
“Transfer from Savings.” In the reference number field, you can use any 
number but 0, or any letter codes (for example, TRNSF). 


9. Distribute the transfer amount to account #1099, Cash Transfers, and press 
OK. 


10. Choose to save the entry. 


11. Remember to deposit this transaction (Entries / Banking / Prepare Deposit) 
before running your Bank Reconciliation. 


SSE EE SS EE ET EE ED 


While you recognize the importance of reconciling your checkbook or account 
records with your monthly bank statement, you probably also dread this 
time-consuming process. 


The Bank Reconciliation feature of One-Write Plus allows you to quickly and 
easily reconcile the One-Write Plus cash account balance with the bank statement’s 
cash account balance. 


One-Write Plus keeps track of all the checks and bank deposits you have entered 

for a bank account. When you run Reconcile Account, One-Write Plus displays a 

list of these transactions, the equivalent of your manual checkbook, for comparison 
with your bank statement. 


Before reconciling your account, be sure you have processed any undeposited 
items through Entries/Banking/Prepare Deposit (see “Prepare Deposit” on page 
170), and entered any service charges or interest income that appear on your 
statement. 


Entering Service Charges 
To enter service charges, follow these steps: 
1. Select Entries/Write Checks. 


2. Select the bank account that the service charges apply to. 


Enter the Vendor ID of the same bank account. 
“SER CHG” is entered in the Check No field. 


Accept the default D for the transaction type. 


Enter the amount of the service charge. 


The amount will be distributed to the bank service charge account specified on 
your Bank Vendor Card. 


Choose <Ok> to accept this distribution. 


Choose when you have completed this entry. 


Entering Interest Income 


To enter interest income, follow these steps: 


1. 


2, 


Select Entries/ Record Receipts. 
Choose the Undeposited Cash account. 
Enter the Customer ID of the appropriate bank account. 


Accept the default S for the transaction type. 
“INTEREST” is entered in the Ref. No. field. 


Enter the amount of the interest income. 


The amount will be distributed to the interest income account specified on 
your Bank Customer Card. 


Choose <Ok> to accept this distribution. 


Choose when you have completed this entry. 


Be sure to process this receipt in Entries / Banking /Prepare Deposit. 
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If Reconcile Account 
is not available to 
you, return to 
Setup/Company/ 
Preferences/General 
and set “Use Bank 
Reconciliation” to 
Yes. 


For more information, 
choose <Help>. 


To search for a partic- 
ular transaction, sim- 
ply start typing the 
first letter(s) of the 
vendor or customer 
name. 
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Running the Reconciliation Program 


To run the Bank Reconciliation program, perform the following steps: 


1. 


Select Entries /Banking/Reconcile Account. 


If you have more than one bank account, select the appropriate one from the 
Bank Accounts list. 


The Reconcile Bank Account Step 1 dialog box displays. 


The Kite Store Reconcile Bank Account 06715793 
Step 2: Clear Individual Transactions 


Date Type Reference Issued To / Deposit Cleared 


[a ]————“ Reconcile Bank Account > 
Step 1: Enter Account Statement somtin | Va plied see 

: om the ending 
Bank Account Checking account H Lee | Adadiapese 


Statement Starting Balance 


Statement Starting Date ending date on 
Statement Ending Date the previous 
< Help > < Cancel > < Step 2 > reconciliation. 


Uncleared Deposits Current Balance 
Uncleared Checks 
fd justed Statement Bal. Difference 


< Help > < Cancel > < Hold > < Print > < Save > 


Accept the Statement Starting Balance and Statement Starting Date, or 
override either if necessary. 


Enter the Statement Ending Date printed on your bank statement. 


Choose <Step 2>. 
The Reconcile Bank Account - Step 2 screen displays. 


Mark the status of each cleared check or deposit by selecting it and then 
toggling the spacebar or clicking on the “Cleared” field to display a checkmark 
(Vv). 


A question mark (?) indicates an item not applicable to your reconciliation. It 
will not affect the balances on this reconciliation or appear on the next 
reconciliation. 


An easy way to make your selections is to choose <Clear All>, and then 
deselect the uncleared items. 


The Kite Store Reconcile Bank Account 06715793 
ep 2: Clear Individual Transactions ransactions sorted by date)} 
< Checking account > 
Issued To ” Deposit 


Determined in Step 1 


Increases with each V. Your G/L balance 
Beginning Statement Bal. Adj. Statement Bal. 20,731.60+ and any difference 
: . 1 Cleared Deposits General Ledger Bal. 17,315 .49+ ‘ 
Adjusts with each J 1 Cleared Checks 261.00 with the statement 
—_————_] | Difference 3,416.11+ balance 
3 |hegeashe Statement Bal. 18,035 .68+ 
Decreases with each / 1 Uncleared Deposits 3,782.23 || Current Balance 
3 Uncleared Checks 1,086.31 t~y 
Adjusted Statenent Bal. Difference our current 
i balance and an 
The ending balance <Help>  <Sort> <Cancel > <Hold> <Print > < Save > : ay 
plus or minus any difference with the 
Mark checks/deposits as cleared or uncleared. G/L 


uncleared items 


6. When you have marked all cleared checks and deposits, compare the Ending 
Statement Balance to the ending balance on your bank statement. 


One-Write Plus totals your uncleared checks and deposits, calculates an 
Adjusted Statement Balance, and compares this balance to your General 
Ledger Balance. 

If there are any discrepancies, see the next section, “Adjusting your Bank 
Reconciliation.” 


Note—If you need to interrupt your work at any time during the reconciliation pro- 
cedure, you can choose <Hold>. This will hold the current status of all the checks and 
deposits on the screen without actually clearing them. You can then resume your 


work at a later time. 


7. When you are satisfied with your reconciliation, choose <Save> or 
<Print> if you want to print a Bank Reconciliation Report. 


Adjusting your Reconciliation 

If your reconciliation is not in balance, you'll want to find the source of any 
discrepancy. Common causes include bank deposits, service charges, or interest 
income not properly recorded. 

You may need to make an adjustment to your bank reconciliation without 
affecting your General Ledger. You can use Setup Items on the Reconcile Bank 
Account screen for this purpose. 


For more information, — For example, if this is your first bank reconciliation, you may want to enter 

chacse s/tCP = uncleared checks or deposits from a previous reconciliation. You would need to do 
this in a way that did not affect your General Ledger since those items were 
already loaded as part of your trial balance. 
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To enter adjustments to your reconciliation (without affecting your General 
Ledger), perform the following steps: 


1. 


From the Reconcile Bank Account screen, choose <Setup Items>. 


2. On the Setup Items dialog box, choose <Add>. 


A window pops up for your entry. 


The Kite Store Reconcile Bank Account 06715793 
Setup items for reconciliation. 


Date Type Reference Issued To / Deposit Amount Cleared 


Date Type Reference Issued To 7 Deposit Amount 


[26-0273] cwecx [x23 ~_|ointions, J.D. 250 .00 | 


< Help > < Cancel > < Save > 


Enter an amount for this transaction. 


Enter the following information about your entry: 
e Date 

e Type (Check or Deposit) 

e Reference 

e Issued To / Deposit 

e Amount 


Choose <Save> when your entry is complete. 


This pastes your entry into the Setup Items dialog box. 


Choose <Save> to add this adjustment to your reconciliation. 
The dialog box clears, and you are returned to the Reconcile Bank Account 
screen. 


Complete your bank reconciliation as described above. Be sure to mark your 
adjusting entry as cleared (V). 


Payroll 


In Payroll, you will generate your employee paychecks. Based on your setup of 
federal, state, and local taxes, plus the information you entered on your Employee 
Cards, One-Write Plus makes the necessary calculations and journal distributions 
for you. (If you have not completed this setup information, refer to the sections 
“Creating Employee Cards” on page 48 and “Payroll Tax Tables” on page 80.) 


If your employees receive paychecks with the same entries every pay period, you 
don’t have to re-enter the check information each time. You enter the information 
once. After that, One-Write Plus can duplicate the check with a single keystroke. 


A common use of SuperTrack is to track the accrual of benefit hours such as sick 
or vacation time. (See the Sick and Vacation Time Model in Help for more 
information.) Once you have created Benefit Cards for each employee, you can 
allocate to them at the same time you record paychecks. 


a SR SS eal 
Entering To enter paychecks, perform the following steps: 


Paychecks 1. Select Entries/Payroll. 


The Paycheck Session Information dialog box displays. 


Canadian Users 
The Kite Store Payroll Session Information 06715793 


Please call 
1-800-461-7572 for a 
separate One-Write tel 
Plus Canadian Payroll Payroll Session Information 
product. Default Check Date 


Reference the OWP Pay Period Duration WEEKLY 
Canadian manual for 


Pay Period Starting Date 06/08/93 


this information. 


Pay Period Ending Date 06714793 
Pay Cycle for this Session 2 


< Help > < Cancel > < Save > 


Enter the date to print on the paychecks. 
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2. Accept the defaults, or enter other values for each of the following: 
¢ Check Date—The date to print on the checks 


e Pay Period Duration—D(aily), W(eekly), B(iweekly), S(emimonthly), 
M(onthly), Q(uarterly), or A(nnually) 


e Pay Period Starting Date—The starting date for the pay period you are 
recording 


e Pay Period Ending Date—The ending date for the pay period you are 
recording 


e Pay Cycle for this Session—The cycle (1-6) for this session 
3. When your entries are correct, choose <OK>. 


The Enter Paychecks screen displays. 


4. Enter the Employee ID. 


Choose nay) to display and select from your Employee List. 


For more information, 
choose: 


The Employee name and address is provided by the Employee Card. 


06715793 


ac [Prime [save | 


The Kite Store 


CS a 


Enter Paychecks - 


Employee Prev] [next 


To verify taxable wag- 


es for a saved pay- Date |Check No.|Check Issued To 

check, select it, and 09730793 [2775 John Smith 

press Alt-F2. Access 10/07/93 [2801 John Smith 

he Help Ind d 10714793 |2832 John Smith 

the Help Index, an 10720793 John Smith 

select “Verifying Tax- : 

able Wages ona | Employee ID: SUUGiaa Checking account 


Check” for more in- 
formation. 


i Check No Pay to the order of Gross Pay Net Pay 
06/15/93 John Smith $ 475.00 § 351.45 
i 23 Iroquois Circle 

Anytown USA 12345 


810811919998; 33 123456 3n™ Signature 


— T 


Bank Balance } 


< Earnings > < WH Taxes > < Deductions > < SuperTrack > < Distributions > 
LI-L = Employee List. 


Brings up the Withholding Brings up the Deductions 
Taxes window. window. 


5. Press Enter to move the cursor to the next field. 
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A duplicated check 
contains the same 
earnings, withhold- 
ings, and deductions 
as the original, except 
where you overrode 
values from the Em- 
ployee Card. 


Amount is calculated 
according to the rate set 
up on the Employee 
Card. 


For more information, 
choose <Help>. 


The date defaults to the date specified on the Payroll Session pop-up, but you 
can override it and enter another. 


Press Alt-F10 to duplicate the previous check information for this employee 


and choose 


Note—Checks from converted data cannot be duplicated. You will have to record the 
first check in entirety for each employee in version 4.0. 


Enter the Check No—”0” or blank for a check that will be printed by the 
computer, or the actual check number for a manual check. 


The Earnings dialog box displays. 


Earnings 

Hours Description Amount 
Regular Pay 240 .00 
15.00 Overtime Pay 135.60 
Auto expense 100 .00 
Additional Other Pay 0.00 
55.00 Gross Pay 475 .00 

< Help > < Cancel > < OK > 


Edit any of the following information: 


e Regular Pay—The total number of regular hours worked and amount 
earned in this period. 


° Overtime Pay—The total number of overtime hours worked and amount 
earned in this period 


° Other Pay—If you set up an Other Pay account on the Employee Card the 
account and amount of other pay earned in this period display. 


Choose Additional Other Pay to enter any additional other pay earned in 
this period. Choose <OK> to return to the Earnings dialog. 


To save the entries in this dialog box, choose <OK>. 
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If you need to make a 
special deduction for 
this employee, access 
the Help Index, and 

select “Payroll One- 

Time Deductions” for 
detailed instructions. 


Editing 
Paychecks 
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10. 


11. 


12, 


13. 


One-Write Plus calculates deductions and withholdings, and makes 
distributions to G/L accounts based on the information you specified on 
Employee Cards. 


e Choose <W/H Taxes> to view or change withholdings for this employee. 
e Choose <Deductions> to view or change deductions for this employee. 


¢ Choose <Distributions> if you want to view the G/L distributions for this 
paycheck. 


On the paycheck, One-Write Plus displays the calculated Gross Pay and Net 
Pay. Verify that these amounts are correct. 


Choose Save _ 


One-Write Plus automatically saves your entry, but prompts you to allocate to 
SuperTrack (if you’re set up to use it), or hot print this paycheck. 


When you have completed the entry for this employee, press Alt-F8 to bring 
up the next eligible employee, and repeat the above steps for each employee 
who worked in the specified period. 


When you have completed your entries, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


You'll batch print the paychecks you entered in Entries /Print/Paychecks. For 
more information, refer to “Printing Forms” on page 196. 


SSS SS TEI I I I ETS IS 


Once a payroll check has been saved, you cannot edit any of the information on the 
check except the SuperTrack allocation. For any other changes, you must void the 
check, and enter a new one. 


To verify paycheck information and/or edit a SuperTrack allocation, perform the 
following steps: 


iL. 


2. 


Return to the Enter Paychecks screen. 


Choose — if you wish to enter a working date of a prior period. 


Voiding 
Paychecks 


Locate the check you wish to edit by scrolling to the appropriate entry, or 


choosing to display the Find: dialog box. 


Then select the transaction to move it to the check form for editing. 
Make any necessary edits to the SuperTrack allocation. 


Choose any of the following buttons to view other aspects of this paycheck: 
e <Earnings> for hours worked and amounts earned 

e <W/H Taxes> for taxes withheld 

e <Deductions> for other deductions 

e <SuperTrack> for a SuperTrack allocation 


e  <Distributions> to view the G/L distribution for this transaction 


to save your edits. 


You can void a paycheck at any time, even if it is from a previous period. Prior 
period adjustments will appear on the reports for the period of the current 
working date. 


Note—If the transaction you wish to void was a history transaction, however, go to Setup/ 
Company/Beginning Balances. In this way your action won't affect the General Ledger. 


To void a transaction, perform the following steps: 


1 


Return to the Enter Paychecks screen. 


Choose if you wish to enter a working date of a prior period. 


Locate the transaction you wish to void by scrolling to the appropriate entry, 


and clicking on it to bring it to the check form, or choosing 


to display the Find: dialog box. 


Choose 


A message prompts you to press OK to delete the transaction. 
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5. Press OK to void this transaction. 


Any SuperTrack allocations related to this transaction are automatically 
voided. 


6. Choose to save the transaction. 


The transaction amount and distribution amounts are zeroed out, and the cash 
balance is recalculated. 
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For a month-end 
checklist, access the 
Help Index, and select 
“Monthly Tasks.” 


Prepare 
Entries 


Journal Entries 


Not every transaction in your accounting system can be attributed to a purchase, 
sale, check or cash receipt. Some entries, such as depreciation and prepaid 
expenses, are special adjusting entries. They should be recorded in the One-Write 
Plus General Journal any time before compressing your files. 


Following is the General Journal submenu: 


Entries 


Receive Credits 


Record Receipts 
Invoice Customers 
Enter Sales 
Issue Credits 
Finance Charges 


Hournal Entries irepare Entrics 
Budget ing Update Entries 


Memorized Transactions > 


Make new General Journal 
entries, or adjustments to 
previously saved entries. 


Transfer your General Journal 
entries to the General Ledger. 


- You may wish to consult with your accountant to identify your company’s General 


Journal entries. 


Making General Journal entries is the only procedure in the One-Write Plus 
accounting system that requires a double entry — an amount in both the debit and 
credit side of the General Ledger. Each General Journal entry is made up of at least 
two accounts, with a debit to one account and a credit to another. You can debit or 
credit more than one account, but the total debits must equal the total credits so 
that both sides of the ledger balance. A single General Journal entry can contain as 
many as 100 lines. 


To make a General Journal entry, perform the following steps: 


1. Select Entries /Journal Entries /Prepare Entries. 


The Record Journal Entries screen displays. 
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For more information, 


choose: , 
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Record Journal Entries 06715793 


Help 


[| 


‘| [recount | Prev] Next] [pate 


Delete] 


Date: 06715/93 Entry No.: 6- 1 Source: INU Status: NEW 


T=] 


Account Debit Credit 


t 


1200 


Inventory 1,200.00 
Inventory increase / decrease 0.00 


0.60 
1,200.00 


These totals 
must be in 
balance to save 


Description JUTE a 1,200.00 


<Memor ize> 


,200. : 
2.98 the transaction. 


Enter up 


2. Enter the following reference information: 


Date— the current working date, or a different date from any accounting 
period 


Entry No.—this number is incremented with each entry 
Source—the source or reference number 


If you want to memorize this journal entry, choose <Memorize>. 
One-Write Plus will write “MEMORIZE” into this field. (For more 
information about memorized transactions, refer to “Memorize” on page 
200.) 


Status is generated by the system. 


3. Enter the Account number, and either a Debit amount or a Credit amount. You 
can only enter one amount on each line. 


4. Continue making entries line by line until all accounts, debits, and credits for 
this transaction have been entered, and there is no Out of Balance amount. 


5. Press Alt-I, and enter a Description. 


6. Choose 


to save the transaction. 


7. When you have completed your entries, press Esc or click the right mouse 
button to return to the One-Write Plus menu screen. 


If you want to update the General Ledger, refer to the next section “Update 
Entries.” 


Update 
Entries 


You cannot void or 
delete a General Jour- 
nal entry once you’ve 
updated the G/L. You 
have to process a sec- 
ond journal entry, re- 
versing the debit and 
credit amounts. 


To update your General Ledger with recent journal entries, perform the following 
steps: 


1. Select Entries /Journal Entries /Update Entries. 
The Update Journal Entries screen displays. 


The Kite Store Update Journal Entries 06715793 


2 ee ee 


Report Title: Update Journal Entries Report 


06/30/93 


Help 


Period Ending: 


Select Items: @All1 Items EP OMS 5. sice eo To 
Entry Number.... 0 


Enter the title of the report. 


2. Accept the title for this report or enter another. 
3. Accept the current period ending date or enter another. 


4. Accept the default “All,” or choose “From/To” and enter a beginning and 
ending entry number. 


5. Choose Save ) to save your entries, and exit the screen. 


A message confirms that your journal entries are in balance. 


6. to print a report and update your journal entries. 
One-Write Plus prompts you to select where to print your report, and then 
confirms that your journal entries are in balance. 

7. Choose j @ OK | to update your General Ledger. 
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Automatic 
Budgeting 


If you have already 
entered budgets fora 
period, generating an 
automatic budget 
will overwrite any 
existing budget fig- 
ures, 
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Budgeting 


One-Write Plus allows you to compare actual-to-budget amounts on your Income 
Statement, generate budget amounts based on your actual account history, and 
enter your own budget amounts by account or by period. Budgets can be easily 
changed to meet your changing forecasts and cash flow requirements. 


Budgeting options are all accessed from the Entries/Budgeting Menu. 


Entries 


Receive Credits 


Record Receipts 
Invoice Customers 
Enter Sales 
Issue Credits 
Finance Charges 


Generate an automatic 
budget for each account with 
the average of actual figures 
for a range of periods. 


| | Create a budget by selecting a 
| period and entering budget 
amounts for each account. 


Automatic Budget ing 


This Year by Period 
This Year by Account 
Last Year by Period 
Last Year by Account 


reate a budget by selecting 
an account and entering 
budget amounts for each 
period. 


One-Write Plus can generate an automatic budget for each account by averaging 
actual figures for a range of periods. You should accumulate at least three months 
of data in order to create meaningful budgets. 


Automatic budgets are created from the current year’s data only. You cannot use 
last year’s data to generate an automatic budget. 


To generate an automatic budget, perform the following steps: 


1. Select Entries/Budgeting / Automatic Budgeting. 
The Budgeting-Automatic screen displays. 


The Kite Store Budgeting ~ Automatic 06/15/33 


Starting Account Sales 
Ending Account 6220 Utilities 
Starting Date for Averaging 01/01/93 

Ending Date for Averaging 05/31/93 


Note: This program examines each account in the range specified and 
calculates an average actual amount. 

- If the account’s actual amounts are zero for any period, 
then that account’s average for the period is automatically 
entered as the budgeted amounts. 

- If the account’s actual amounts are positive for any period, 
then those actual amounts are entered as the budgeted 
amounts. 


< Help > < Cancel > < Calculate & Update Budgets > 


Enter the starting account for bud 


2. Enter the following information: 


° Starting Account—the first account number in a range of accounts for 
which you want to generate budgets. If you want to generate budgets for 
income and expense accounts only, enter 4000. 


¢ Ending Account—the last account number in a range of accounts for 
which you want to generate budget amounts. 


° Starting Date for Averaging—the first date in the period on which you 
want to start automatic budget calculation. No matter what date you 
enter, all activity for that period will be averaged. 


e Ending Date for Averaging—the last date in the period on which you want 
to end automatic budget calculation. 
3. Choose <Calculate & Update Budgets>. 


A message warns that the process will overwrite existing budgets. 


4. Press Enter to generate an automatic budget. 
One-Write Plus generates budget amounts for each account you specified. 
Any previous amounts are replaced by the new amounts. 


You can print the budgets generated for your accounts by selecting 
Reports/Budget. You can view or change budget figures by selecting one of the 
other options from the Budget menu. 
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ES SG BE ET ES SS | 


This Year/Last Entering a budget by period allows you to select a period and enter a budget 
Year by Period amount for each account. These budget amounts stay in effect until you replace 
y them or generate an automatic budget. You can enter budgets for this year and for 
last year to provide meaningful comparative financials. 


To enter budget figures by period, perform the following steps: 


1. Select Entries /Budgeting /This (or Last) Year by Period. 
Fox mone information, The Choose Period Budgets dialog box displays. 


choose: 
2. Select the period for which you want to enter budget amounts. 


3. Press Enter. 


The Budgeting-This (or Last) Year by Period screen displays. 


Budgeting - This Year by Period 


| | | | ||| | 


Budget for the Period 06/01/93 To 06/30/93 


Account No. Account Name Budget 


5100 Advertising 40,000.00 
5150 Brochures & catalogues 5,000 .00 
5230 Travel 10,000.00 
5550 Misc expense - Sales 7,500.00 
5650 Payroll taxes - Sales 0.00 
5660 Freight & delivery 20,000 .00 
6000 Salaries & Wages 100,000 .00 
6030 Officers’ salaries 75,000 .00 
6100 Auto expense 500.00 
6120 Bank service charges 40 .00 
6140 Contributions 100.00 
6160 Depreciation expense 0.00 
6180 Dues & subscriptions 250 .00 


Net Prof it/Loss -259,690 .00 


Enter an account number for each account you want to budget. 


A scrolling list of your income and expense accounts 


4. Enter a budget amount for each account you want to budget. 
The Net Profit/Loss total at the bottom of the screen is updated each time you 
add or change an amount in the income or expense account range. 


5. Choose _ Save J} to save your budget. 
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(ae a a I PT SE ED 


This Year/Last Entering a budget by account allows you to select an account and enter a budget 
Year by amount for each period. These budget amounts stay in effect until you replace 
them or generate an automatic budget. You can generate budgets for this year and 
Account ‘for last year to provide meaningful comparative financials. 


To enter budget figures by account, perform the following steps: 


1. Select Entries /Budgeting/This (or Last) Year by Account. 
The Budgeting - This (or Last) Year by Account screen displays. 


The Kite Store 


ie» IL IL_| 


Account Number 6300 


Budgeting — This Year by Account 


Prev] [next] [oate][ || 


Account Name Office expense 


Budget Period Budget Dollars Actual Dollars Variance Dollars 


02/01/93-02/28/93 1,000.00 
03/01/93-03/31/93 1,200.00 
04/01/93-04/30/93 1,200.00 
05/01/93-05/31/93 1,250.00 
06/01/93-06/30/93 1,300.00 
07/01/93-07731/93 1,350.00 
08/01/93-08731/93 1,400 .00 
09701/93-09/30/93 1,400.00 
10/01/93-10/31/93 1,350.00 
11/01/93-11/30/93 1,200.00 
12/01/93-12/31/93 1,100.00 
01/01/94-01731/94 0.00 


-00 1,000.00 
-00 1,200.00 
-00 1,200.00 
-00 1,250.00 
-00 1,300.00 
1,350.00 
-00 1,400.00 
60 1,400.00 
00 1,350.00 
00 1,200.00 
00 1,100.00 
00 9.00 


ecooocoocoooooo 
eS 
o 


Total Dollars 14,750.00 0.00 14,750.00 


Enter the budget for this account. 


2. Enter the account number for which you want to establish a budget. 


The Actual Dollar figures for each period through the period selected display. 


3. Enter the budget amount for each period. 


The variance dollars display. This is the dollar difference between actual and 
budget dollars. 


4. Repeat Steps 2 and 3 for each account you want to budget. 


5. Choose to save your budget. 
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For a month-end 
checklist, access the 
Help Index, and select 
“Monthly Tasks.” 
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Memorized Transactions 


Memorized Transactions identifies all the transactions you tagged with 
“MEMORIZE” in the check, reference, or source field, and brings them forward as 
new transactions in the current month. This is very useful for transactions that 
recur on a periodic or monthly basis. 


Following is the Memorized Transactions submenu: 


Entries 


Write Checks 
Bills to Pay » 
Receive Credits 


Record Receipts 
Invoice Customers 
Enter Sales 

Issue Credits 
Finance Charges 


Brings in all your memorized 
direct disbursements 


Brings in all your memorized 
vendor bills 


Brings in your memorized 
invoices 


Brings in all your memorized 
entries from Journal Entries 


To bring in your memorized transactions, perform the following steps: 


1. Select Entries /Memorized Transactions /(Checks, Purchases, Sales, or Journal 
Entries). 
The Set Memorized Transaction Date dialog box displays. 


2. Accept the current working date or enter another date you want to use to 
record these memorized transactions. 


For more information, 3. Press Enter. 


choose <Help>. The Memorized Transactions screen lists the memorized transactions 


identified. 


Toggle the spacebar or doubleclick on a 
transaction to change the status. 


The Kite Store Memorized Transactions 06/16/93 
Approve 3 memorized direct disbursement Checks from 01/01/93 to 06/16/93. 


06/16/93 D PUBSERV 
5/33 MOBI 


66/16 
06/16/93 D TELEPHON 127.55 APPROVE 


< Cancel > 


4. Accept the “Approve” status, or change the status of any transaction by 
pressing the spacebar or double clicking on it. 


e Approve—recurs the transaction and maintains the MEMORIZE status 


for the next period 

¢ Approve + Remove—recurs the transaction, but removes the MEMORIZE 
status 

e Remove—does not recur the transaction and removes the MEMORIZE 
status 


¢ Hold—takes this transaction temporarily out of this selection process 

Note—If you need to modify a memorized transaction, give it a “Remove” status 

here, and then process a new memorized transaction on the appropriate entry screen. 
5. Choose <Save>. 

One-Write Plus creates new transactions using the confirmed working date for 

each memorized transaction. 


SuperTrack distributions are not memorized along with your transactions. You 
will have to make those distributions manually each period or month. In addition, 
although memorized journal entries are brought forward, you will still need to run 
Journal Entries /Update Entries to update the General Ledger. 


Memorized Transactions 193 


194 


Chapter 5: Entries 


Print 


The final menu selections on the Entries Menu are for batch printing the checks 
and other forms that you’ve already recorded in One-Write Plus: 


Entries 


Write Checks 
Bills to Pay 
Receive Credits 


Record Receipts 
Invoice Customers 
Enter Sales 
Issue Credits 
Finance Charges 


Invoices 
Paychecks 
Statements 


Print 


You specify what kind of forms you are using in Setup/Printable Forms. If you 
need to set up your forms, or review your previous settings, see “Setting Up Your 
Printable Forms” on page 71. 


The procedure for printing forms in One-Write Plus is fairly standard. When you 
select to print a form, One-Write Plus selects all the unprinted items for the print 
job, and guides you through a series of dialog boxes. 


To print your checks, credit memos, invoices, paychecks, and statements, perform 
the following steps: 


1. 


2. 


Choose the form you want to print from the Entries/Print menu. 


If you are printing checks or paychecks, and have more than one bank account, 
you will be prompted to select the bank account for these checks. 


Select the bank account you want to work with. 
A dialog box presents the option of printing checks immediately or 
printing a pre-check-writing report. 


The Pre-checkwriting Report lists all the checks to be printed in this batch 
run, shows your cash balance and what the balance will be after you print 
your checks. This report can serve as a worksheet if another approval is 
required before you print checks. 


Choose <Print Checks> or <Print Pre-Checkwriting Report>. 


(After printing the report, choose <Cancel> to return to this dialog.) 


If you are printing statements, you will be prompted to select which customers 
you want to print statements for. 


Select All Customers, or enter a range of customers by ID, Type, Salesperson, 
Credit Status, or Balance Owed. Then enter the following information: 


the date you want to appear on the statement 
the date after which transactions will be listed separately 


Transactions before the starting date will be totaled in the Opening 
Balance. 


a message that you want to print at the bottom of all statements 


a message that you want to print on statements with past due balances 


The Print Options dialog box asks you to specify your print destination: 
Printer 1, Printer 2, or a file. 


One-Write Plus begins a search for all the unprinted items in your file. If some are 
found, a message prompts you to load your forms into the printer. 


4. Load your forms, and enter the first number. 


One-Write Plus then automatically numbers the rest sequentially. 


For all printers except Laser and Ink Jet, the Print Forms dialog box displays. 
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[al < Print Forms > 


“Test Alignment” prints "<" and ">"on line 2 of the 
form 1/4 inch from the perforation on each side as 
shown in the button below. Adjust your forms and 
repeat the test if necessary. 


* ° 
21< >]2 
«| Test Alignment |-+ 


| Print Checks | 


5. Choose  TestAlignment 9 if you want to do the alignment test. 


One-Write Plus then prints a sample form. When correctly aligned, the 
characters “<” and “>” should print on line 2 of the form, 1/4 inch from the 
perforation on each side. Adjust the form and repeat the test until the 
alignment is correct. 


6. Choose Print § to begin printing. 
After printing, a message asks you to confirm that your forms printed 
correctly. 


7. Choose Yes if all your forms printed correctly. 


Choose No if they did not—you'll be prompted to enter the last good form that 
printed. 


Choose _ Reprint Bad Checks | to save the good ones and reprint the others, 


beginning with the next available form number. 
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Working in Entries 


In this section, we'll give you some more detail about the way you work in Entries, 
and some of the features available to you on entry screens. 


When you enter a transaction in Entries, information is provided by the Vendor, 
Customer, or Employee Card that you have set up. When you save your 
transaction, you are telling One-Write Plus to store that entry as part of your data 
file. 


“Saving” an entry performs many other functions. It updates the information on 
your Customer, Vendor or Employee Card, and recalculates all your account 
balances. 


In addition, when you save, One-Write Plus transfers the information from your 
journals to the General Ledger where it becomes a permanent record of your 
transactions. 


This updating of your G/L takes place automatically when you save all your 
entries except in Invoice Customers and Record Journal Entries. Invoices update 
the G/L when they are printed, and Journal Entries update the G/L when you 
select Entries /Journal Entries / Update Entries. 


If you need to create a new card or edit an existing card while on an entry screen, 
you don’t need to return to setup. While on the Entry screen: 


1. Choose the button that displays your card list. 


2. Choose Add ) to display a blank card, or select the card you wish to edit 


and choose | Modify to make your changes. 


3. When you have completed entering your card information, choose Save ) 
to return to your Entry screen. 


Following is a description of some of the functions that are available at different 
times during entry: 


 SuperTrack 

Memorize 

Apply to Bills (Invoices) 
Distribute 


Oood vu 


Hot Printing 
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For more 


information, 


choose <Help>. 


If you set “Require 
Complete Applica- 
tion” to Yes in Setup/ 
Company/Preferences, 
you will have to allo- 
cate 100% of the 
amount to cards for 
each card type you al- 


locate to. 
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SuperTrack 


If you have set up to use SuperTrack in Setup /Company/Preferences/General, 
One-Write Plus will ask if you want to allocate to SuperTrack.when you are ready 
to save your transaction. If you choose that option, the Allocate to SuperTrack 
dialog displays. 


Updates Field 11 Updates Field 7 during a vendor transaction, 
on your SuperTrack Card. and Field 9 during a customer transaction, 


The Kite Store 


[He SuperTrack Allocations for: @Inventory © Job OOther : 
Card ID Description Quantity Units Dollars 


Wooden Balsa struts 


Enter Purchases 06716793 


the amount 
already allocated 


the amount left 


Total for INVENTORY 
to allocate 


<Help> <fdd > <Delete > 


< List > < Cancel > 


< SuperTrack > < Memorize > < Apply to Bills > < Distribute > 
Enter the SuperTrack Card ID for this distribution. 


Perform the following steps: 


Select the appropriate card type (Inventory, Service, etc.) by clicking on the 
radio button, or typing Alt-T and tabbing to the card type of your choice. 


2. Enter the ID of the first SuperTrack Card you want to allocate to. 


3. Enter the quantity and dollar amounts to allocate for this transaction. 
If you need to create a new SuperTrack Card, choose <Add> to display a blank 


card. 
4. Repeat the previous steps for each card you wish to allocate to. 
5. Choose <Save> when your allocations are complete. 


Any time you wish to view or edit your SuperTrack allocations, you can choose 
<SuperTrack> to display the SuperTrack Allocations dialog box. 


SuperTrack allocations are not memorized with your invoice, sales, etc. 
transactions. You will have to make those allocations manually each month. 


Editing a SuperTrack allocation 


You can change a SuperTrack allocation any time after you record it by making 
changes in the SuperTrack Allocations window. 


You can quickly identify a transaction with SuperTrack activity by the symbol ** 
next to the transaction type. 


1, 


4. 


5. 


Return to the screen where you entered the transaction (Write Checks, Record 
Purchases). 


Locate the transaction of the SuperTrack application you wish to edit: 


e In Write Checks, select the transaction to move it to the check form for 


editing, or choose _ to display the Find: dialog box. 


e InEnter Purchases, display the desired Vendor Card, and select the entry 
you want to edit. 


Choose <SuperTrack> to display the SuperTrack Allocations dialog box. You 
will see the SuperTrack information you previously entered. 


Make the necessary edits. 


Choose <OK> when you have completed your changes. 


Any changes you make print as Edit Adjustments on the SuperTrack Activity 
Report. 
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Memorize 


You can “memorize” certain transactions that recur on a regular or monthly basis. 


THE KITE STORE Enter Sales 06/15/93 


fe fo][_J[__ sto fr fe] tee] 


Customer ID: YANKEE Yankee Hobby & Craft 


Customer Type: Customer Balance: 1993.60 


Date rx Ref. No. Description Sls Amount Balance 
Line No. Due Date Disc Date Disc Taken Disc Avail 


naan 13S-32911-LG@F 1243 .60 
06/15/93 9.60 


exoree 4911 J38-3923-32 750 .00 ¢ 
06/21/93 0.00 5 

0 MEMORIZE | K3Z3-0392 1050 .60 1050 .60 
07/15/93 0.60 6.00 


< Distribute > 


< Memorize > 
nter the date fo 


< SuperTrack > < Apply To Invoices> 


his transaction. 


Click on this button to write 
“MEMORIZE” into the reference field. 


One-Write Plus saves a copy of the memorized transaction for easy future entry. 
Each month, you run your memorized transactions in Entries /Memorized 
Transactions, and select the ones you want to regenerate. At the same time you can 
remove the MEMORIZE status from any transactions that you don’t want to recur 
any longer. 


Vendor transactions that can be memorized include invoices and direct 
disbursement checks. Customer invoices and journal entries can also be 
memorized. 


Apply to Bills (Invoices) 


If you're entering check, credit memo, or payment transactions for a vendor or 
customer with open invoices, One-Write Plus displays the Apply to Bills (Invoices) 
dialog box. 


Available Amount you 
discount wish to apply 


< Applg.$300.60 to Open Invoices > 


INVOICE DISCOUNT OPEN DISCOUNT} AMOUNT OF 
DATE NUMBER DATE AVAILABLE] BALANCE TAKEN PAYMENT 


Totals for: The Hobby Shop 
< Help > < Cancel > 


Perform the following steps: 


1. Select the bill or invoice that you want to apply to by highlighting the line, and 
toggling the spacebar to display ¥ in the APP (Apply) column. 


2. If this transaction includes a discount amount (such as a payment made within 
the discount period), accept the default Discount Taken, or enter a partial 
amount in this field. Leave this field blank for a credit memo. 


Accept the default Amount of Payment, or enter a partial amount. 
Choose <OK> when your application is complete. 
You are returned to the transaction screen. 


You can display the Apply to Open Bills (Invoices) dialog box whenever the 
<Apply to Bills> or <Apply to Invoices> button is active. Please note that this 
button will not be active for a cash-basis user. 
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For more information, 
choose <Help>, 
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Distribute 


After you enter the amount of your transaction, when a G/L distribution is 
required, One-Write Plus displays the Distribute to Accounts dialog box: 


he account number is defaulted if you specified one on 
the Vendor or Customer Card. 


Distribute to Accounts 
Account Name Type Amount 


Account No 


Office expense EXPENSE 


< Help > < Clear > <Account> < Cancel > < Ok > 


Displays a list of G/L accounts 


Perform the following steps: 


Ii 


Accept the default, or enter the number of each General Ledger account you 
want to distribute the transaction to. 


You can divide the transaction among as many as 20 different G/L accounts. 


Accept the default or enter the Amount of each distribution. 


If you need to select another account, choose <Account>. To create a new 


account, choose to display a blank General Ledger Card. 


Choose <OK> when your distribution is complete. 


One-Write Plus will not save an entry with an out-of-balance General Ledger 
distribution. 


You can view the G/L distribution of a transaction at any time. With the 
transaction selected, choose <Distribute>. The Distribute to Accounts dialog box 
displays with the associated distribution. 


Hot Printing 


If your check or receipt transaction has a zero (0), blank, or “MEMORIZE” 
reference number, One-Write Plus asks if you want to hot print it. This is 
particularly convenient if you don’t want to wait until it’s time to batch print. 


You can hot print your invoices also. Before saving your invoice, choose 
to initiate the hot print routine. 


When you hot print, One-Write Plus prompts you to load your forms, enter the 
starting form number, and (if you are set up to use a printer other than laser or ink 
jet), perform an optional alignment test. Your forms print to the default printer you 
set up in Setup /Printable Forms. 


See “Printing Forms” on page 196 for more information. 
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When you set up your 
company, we default- 
ed a dot matrix printer 
type for you. If you’re 
using a different type 
of printer, and you 
haven't already 
changed our default, 
go to Setup/Printer 
before you start print- 
ing. 


Chapter 6: Reports 


In the Reports menu of One-Write Plus, you have a selection of reports to fit your 
every business need. The information you get out of your accounting system gives 
you a financial picture of how your business is doing. It lets you know where your 
company stands and helps you make decisions for future development and 
growth. It helps you identify problems and take corrective action before it’s too 
late. 


One-Write Plus reports your accounting information in a variety of formats so you 
can view your business from all angles, and you can analyze just the information 
that’s important to you. 


Following is the Reports Menu: 


Reports 


Bank Statements 


Budget Worksheet 


When you print reports in One-Write Plus, you follow the same basic procedure 
for all reports: 


1. Choose the report you want to print from the Reports pull-down menu. 


2. Select the type of information you want to appear on the report from the 
report's selection screen. 


3. Tell One-Write Plus where to print the report from the Print Options 
dialog box. 
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Print Options Dialog Box 


The Print Options dialog box allows you to select where to print your report. 
Follow the steps below to print your report to the printer, to the screen, or to a file. 


0 lo Print Options > 
Filled Radio @ Printer #1 on LPT1: 
Button indicates 
the default choice. O Printer #2 on NONE 


Press an action 
button to execute. 


O Screen 


OFile 
File Name: 


1. Choose where the report should print: Printer, Screen or File. 


If you print to a file, enter an optional drive and path, and a filename of up to 
eight characters long. (One-Write Plus requires an extension, and supplies a 
-PRN extension if none is specified.) If no drive and path location are entered, 
the file will be stored in your One-Write Plus program directory. 


2. Choose § to print the report. 


You will be returned to the Reports menu. 
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Financial 
Statements 


For a month-end 
checklist, access the 
Help Index, and select 
“Monthly Tasks.” 


Financial Statement Reports are printed from the Reports /Financial Statements 
Menu: 


Financial 
Statements 


Balance Sheet 


Income Statement 


Chart of Accounts 


Many financial statements are printed on a monthly basis. Consult your financial 
advisor regarding the reports you should generate on a regular basis. 


Balance Sheet 


The Balance Sheet shows your company’s financial position as of the date you 
specify; it incorporates the net income or loss reported on your Income Statement. 
The Balance Sheet lists the balance of each active Asset, Liability, and Equity 
account and totals each group of accounts. If you want, the date and time can print 
automatically on each page of the report. 


The Balance Sheet in One-Write Plus conforms to standard accounting formats, 
and One-Write Plus allows you to print your Balance Sheet for any accounting 
period. The Balance Sheet does not show every account as individual items. 
Depending on the account range, some accounts are listed individually, but others 
are totaled and shown as a single line item on the report. 


To print the Balance Sheet, perform the following steps, and press Enter or click on 
the next field after each entry or selection. 


1. Choose Reports/Financial Statements /Balance Sheet. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Accept the default period ending date, or type in a different date. 


4. Enter an appropriate footnote to print on the bottom of each page of the 
Balance Sheet. This is an optional step. 
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when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 190. 


Following is a sample Balance Sheet Report: 


01/15/94 at 10:21 AM The Kite Store 
Balance Sheet 
December 12, 1993 
ASSETS 
CURRENT ASSETS: 
Checking account #1 $ 6,788.63 
Checking account #2 4,000.00 
Cash register fund 3,500.00 
Accounts receivable 45,335.33) 
Allowance for bad debts ( 2,450.00 ) 
Inventory 31,435.70 
TOTAL CURRENT ASSETS $ 88,609.66 
PROPERTY AND EQUIPMENT: 
Equipment $ 21,650.00 
Accum depreciation - Equipment ( 8,799.00) 
TOTAL PROPERTY AND EQUIPMENT $ 12,851.00 
TOTAL ASSETS $ 101,460.66 
Sssssssss= | 
The Kite Store | 
Balance Sheet 
December 12, 1993 
LIABILITIES AND EQUITY 
CURRENT LIABILITIES: 
Accounts Payable $ 20,521.99 
Credit card - American Express 766.00 
Notes payable - Short term 6,371.46 
Sales Taxes payable 343.68 
PAYROLL TAXES PAYABLE 2,856.71 
TOTAL CURRENT LIABILITIES $ 30,859.84 
EQUITY: 
Common stock $ 40,000.00 
Retained earnings 18,545.90 
NET INCOME (LOSS) 12,054.92 
TOTAL EQUITY $ 70,600.82 
l TOTAL LIABILITIES AND EQUITY $ 101,460.66 
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Income Statement 


The Income Statement shows your company’s financial position over a period of 
time. It shows income and expense amounts for the current period, and can 
include year-to-date, last year, or budget figures. Its “bottom line” is your net 
income or loss. The Income Statement includes figures for each active income and 
expense account along with total sales percentages. If you want, the date and time 
will print automatically on each page of the report. 


The Income Statement in One-Write Plus conforms to standard accounting 
formats, and prints for any accounting period. In addition, figures from prior 
periods can be included for comparative financials. You define precisely what 
information to include. 


The Income Statement may not show every account as an individual item. 
Depending on the account range, some accounts are listed individually, but others 
are totaled and shown as a single line item on the report. Your company’s Income 
Statement shows the net income or loss for a specified period. 


If your company uses departmentalized accounting, you can select to report on 
just one department. One-Write Plus prints the Income Statement for the 
department you select. 


To print the Income Statement, perform the following steps, and press Enter or 
click on the next field after each entry or selection. 


1. Choose Reports/Financial Statements /Income Statement. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 
3. Select departments: 


* Consolidated—to generate an Income Statement showing the entire 
company with an account total of all department subaccounts. 


¢ All Departments—to generate an Income Statement showing all 
departments. 


* One Department—to generate an Income Statement showing one 
department. If you select One Department, enter the department number. 
4, Select the information for Column 1: 
¢ Actual—to print the current ending balance of each account. 
¢ Budget—to print the budgeted amount for each account. 


e Enter the date range you want Column 1 to cover. 


Financial Statements 209 


For an accurate 
comparison, be sure 
the date range for 
Column 2 matches 
the date range for 
Column 1. 


210 Chapter 6: Reports 


Select the information for Column 2: 


Actual—to print the current ending balance of each account as of the 
ending date specified for Column 2. 


Budget—to print the budgeted balance of each account as of the ending 
date specified for Column 2. 


Do not show column—to not have Column 2 print on the report. 


Enter the date range for Column 2. 


Select the comparison format: 


% of Sales—to display the percent of total sales represented by each 
account. The appropriate percent prints in a column to the right of Column 
1 and to the right of Column 2. 


% of Variance—to display the difference, by percent, between Column 1 
and Column 2. The percentage prints in a column to the right of Column 2. 


None—to display neither a percentage of sales nor a percentage variance. 


Enter an appropriate footnote to print on the bottom of each page of the 
Income Statement. This is an optional step. 


Choose 


when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Income Statement: 


01/15/94 at 10:21 AM The Kite Store 
Income Statement 
For the Period(S) 


12/01/93 - 12/31/93 


SALES : 


Sales 
Sales returns & allowances 


TOTAL SALES 
COST OF SALES: 
BEGINNING INVENTORY 
Purchases 6,454. 
Inventory Increase/decrease 1,200. 
ENDING INVENTORY 32,635. 
TOTAL COST OF SALES 
GROSS PROFIT 
SELLING EXPENSES: 
Advertising 
Auto expense 
Brochures & catalogues 
Freight & delivery 
Travel & entertainment 
TOTAL SELLING EXPENSES 


GENERAL & ADMINISTRATIVE 


Salaries & Wages 
Utilities 

Rent Expense 
Telephone Expense 


TOTAL GENERAL & ADMINISTRATI 
NET OPERATING INCOME (LOSS) 20,669. 
OTHER (INCOME) AND EXPENSE: 


Interest Expense 
Other Income 


TOTAL OTHER (INCOME) AND EXP 


NET INCOME (LOSS) BEFORE TAX 


NET INCOME (LOSS) 


12/01/93 - 12/31/93 


BUDGET $ 


8,860.00 


Pet % 
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General Ledger 


The General Ledger Report lists your General Ledger accounts in numeric order 
and shows their activity for a selected accounting period. You can print a 
comprehensive report listing every General Ledger account, whether or not it has 
activity for the selected period, or you can print a more concise report listing just 
the accounts with activity. You can also select to show full detail for each account 
or summarize transactions by period or by date. 


For each account, this report shows the beginning balance, the activity for the 
designated period, and the ending balance. It identifies the source of each amount 
posted: Cash Payments, Cash Receipts, or General Journal. 


To print the General Ledger, perform the following steps, and press Enter or click 
on the next field after each entry or selection. 


1. Choose Reports/Financial Statements /General Ledger. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include just current period activity, activity for all 
accounting periods, or activity for a range of dates. If you select a range, enter 
the beginning date on the From line and enter the ending date on the To line. 


4, Select whether to include all accounts or a range of accounts on the report. If 
you select a range of accounts, enter the beginning account on the From line 
and enter the ending account on the To line. Be sure the case (upper or lower) 
matches the way the information was originally entered in your system. 


5. Select whether to include or exclude inactive accounts (accounts with a zero 
balance) on the report. Your accountant may want you to include inactive 
accounts for informational purposes. 

6. Select whether to report: 
¢ Full Detail—every transaction for the period, 


¢ Period —each transaction for the same period summarized into one 
amount. 


e Day —each transaction with the same date summarized into one amount. 
¢ Cash Accounts—each transaction for the period will be summarized into 
one amount for each of your cash accounts. 


7. Enter an appropriate footnote to print on the bottom of each page of the 
General Ledger Report. This is an optional step. 


8. Choose 


when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options dialog box” on page 190. 


Following is a full detail General Ledger Report: 


12/16/93 at 1:20PM The Kite Store Page 1 
General Ledger Report 
For The Period 12/01/93 To 12/31/93 

DATE SOURCE DESCRIPTION DEBIT CREDIT 
000 Checking account 

** BEGINNING BALANCE *** 6,788.33 
2/12/93 A/P CHK 1-1 #351 MONAD 34.00 
12/13/93 A/R PMT 1-2 #554 BAKER 342.34 
2/15/93 CHKBK COD Delivery 38.32 
2/15/93 CHKBK Dec Rent 1,100.00 
2/15/93 CHKBK Dec Tax Deposit 1,730.23 
2/22/93 A/P CHK 1-2 #352 DENNIS 150.00 
12/28/93 A/P CHK 1-2 #541 MONAD 34.00 
12/31/93 A/P CHK 1-1 #672 BYRON 238.00 
2/31/93 A/R PMT 1-1 BAKER 1,430.00 

*** ENDING BALANCE *** 5236012 
010 Checking account #2 

*** BEGINNING BALANCE *** 4,000.00 

*** ENDING BALANCE *** 4,000.00 
1100 Accounts receivable 

*** BEGINNING BALANCE *** 41,635.09 
12/15/93 A/R PMT 1-2 #554 BAKER 342.34 
12/15/93 A/R INV 1-2 #231 REYNOLDS 3,243.24 
12/15/93 A/R INV 1-2 #672 BAKER 342.34 

*** ENDING BALANCE *** 44,878.33 
6300 Telephone expense 

*** BEGINNING BALANCE *** 2,322.40 
12/15/93 A/P CHK 1-2 #678 TELEPHN 156.00 

*** ENDING BALANCE *** 2,322.40 

TOTAL CURRENT ACTIVITY "19,378.40 19,378.40 
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Trial Balance 


The Trial Balance lists all active accounts and their debit and credit balances. It also 
shows the total of the debit and credit columns; these columns should balance. You 
can print a Trial Balance at any time, but it is most meaningful at the end of your 
accounting period. 


To print the Trial Balance, perform the following steps, and press Enter or click on 
the next field after each entry or selection: 


1. Choose Reports /Financial Statements/Trial Balance. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Accept the default period ending date, or type in a different date. 
4. Enter an appropriate footnote to print on the bottom of each page of the Trial 


Balance. This is an optional step. 


5. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Trial Balance: 


12/16/93 at 1:20PM The Kite Store 


Trial Balance As Of 12/31/93 
DESCRIPTION 


Checking Account #1 

Checking Account #2 

Savings account 

Accounts receivable 

Allowance for bad debts 
Inventory 

Equipment 21,650. 
Accum depreciation - Equipment 
Accounts payable 

Credit card - American Express 
Notes Payable - Short Term 
Common Stock 

Retained earnings 

Sales taxes payable 

Federal witholding tax payable 
FICA witholding tax payable 
State witholding taxes payable 
Local witholding taxes payable 
Retained earnings 

Initial Cash Balance Offset 
Sales 186,065. 
Sales returns & allowances 
Purchases 

Purchase returns & allowances 567. 
Inventory increase/decrease 
Advertising 

Freight & Delivery 

Salaries & Wages 

Equipment Rental 

Utilities 

Insurance - General 

Insurance - Employee group 
Office Expense 

Rent Expense 

Telephone Expense 


TOTAL: 
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General Journal 


Not every transaction in your accounting system can be attributed to a vendor or 
customer’s account. Some entries, such as depreciation and prepaid expenses, are 
special adjusting entries and should be recorded in One-Write Plus’ General 
Journal. 


You can also use the General Journal to make corrections or adjustments to 
previously entered entries. 


The General Journal Report prints your General Journal entries by period, fora 
date range or all journal entries. You can also select to print specific entries by 
number. 


1. Choose Reports/Financial Statements /General Journal. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Accept the default period ending date, or enter a different date. 


4, Select whether to include all items or a range of items on the report. If you 
select a range of items, enter the beginning entry number on the From line and 
enter the ending entry number on the To line. Be sure the case (upper or 
lower) matches the way the information was originally entered in your 
system. 


5. Choose Print } when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample General Journal Report: 


12/16/93 at 1:20PM 
The Kite Store 
General Journal For Period 12/01/93 to 12/31/93 


DATE: 12/16/93 SOURCE: CHKBK 


DESCRIPTION 


1000-00 Checking account 
5100-00 Advertising 
Advertising rebate 


J E NUMBER: 12-2 DATE:12/16/93 SOURCE: CHKBK 
DESCRIPTION 
5550-00 Misc expense - Sales 
1000-00 Checking account 
Paid sales refund 
J E NUMBER: 12-3 DATE:12/16/93 SOURCE: CHKBK 
DESCRIPTION 
6220-00 Utilities 
1000-00 Checking account 
December Statement 
J E NUMBER: 12-4 DATE: 12/16/93 SOURCE: CHKBK 
DESCRIPTION 
6120-00 Bank service charge 


1000-00 Checking account 
Overdraft 


12/16/93 at 1:20PM 
The Kite Store 
General Journal For Period 12/01/93 to 12/31/93 


Journal Entry Update Control Totals 


DESCRIPTION DEBIT AMOUNT CREDIT AMOUNT 


1000-00 Checking account 
5100-00 Advertising 

5550-00 Misc expense - Sales 
6120-00 Bank service charges 
6220-00 Utilities 


TOTALS: 
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Chart of Accounts 


Although your Chart of Accounts is always accessible to you when using One- 
Write Plus, you should print a new copy whenever you make additions or 
modifications. It’s a good idea to have a hard copy to refer to when you have 
questions or if you need to establish another company. Your Chart of Accounts is 
the heart of your business system. 


1. Choose Reports/Financial Statements/Chart of Accounts. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether you want to generate a Chart of Accounts for all departments, 
or just one department. If you select One Department, enter the department 
number. 


4. Select whether to include all accounts or a range of accounts on the report. If 
you select a range of accounts, enter the beginning account on the From line 
and enter the ending account on the To line. Be sure the case (upper or lower) 
matches the way the information was originally entered in your system. 


5. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Chart of Accounts: 


02/16/93 at 1:20PM The Kite Store 
Chart of Accounts 


CURRENT ASSETS: 
1000-00 TO 1299-99: CURRENT ASSETS 


1000-00 Checking Account 
1020-00 Cash register fund 
1050-00 Savings account 

1060-00 Payroll account 
1080-00 Petty cash 

1099-00 Cash transfers 

1100-00 Accounts receivable 
1190-00 Allowance for bad debts 
1200-00 Inventory 


1300-00 TO 1349-99: REFUNDABLE TAXES (T) 
1350-00 TO 1399-99: PREPAID EXPENSES (T) 
1350-00 Prepaid expenses 
1370-00 Prepaid insurance 
1390-00 Prepaid taxes 
1400-00 TO 1499-99: OTHER CURRENT ASSETS 
1400-00 Loans and exchanges 
1500-00 TO 1699-99: PROPERTY AND EQUIPMENT 
1500-00 Land 
1510-00 Buildings 
1511-00 Accum depreciation - Building 
1520-00 Building improvements 
1521-00 Accum depreciation - Bldg imp 
1550-00 Leasehold improvements 
1551-00 Accum depreciation - Lease imp 


1570-00 Equipment 
1571-00 Accum depreciation - Equipment 


7300-00 TO 9999-99: OTHER (INCOME) AND EXPENSES 
9999-00 Temporary distrib. 


114 ACCOUNTS ON FILE. ROOM FOR 886 MORE ACCOUNTS. 


NOTE - Ranges marked with (T) will subtotal to single line on statements. 
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mY 


Bank reports are printed from the Reports/Bank Statements menu: 


Bank Statements 


Account Information 


Check Register 
Bank Deposits 


Account Information 


The Account Information Report prints the bank account card information for all 
banks or just those you select based on a range of Bank Numbers. You can also 
select just how much detail you need. 


To print the Account Information Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports/Bank Statements/ Account Information. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include all bank acccounts or a range of bank accounts on the 
report. If you select a range of bank accounts, enter the beginning bank account 
number on the From line and enter the ending bank account number on the To 
line. Be sure the case (upper or lower) matches the way the information was 
originally entered in your system. 


4. Select a detail bank account report or a summary bank account report. The 
detail report prints all the information on the Bank Card. The summary report 
prints only the Bank No., Bank Account ID, and Bank Account Name. 


5. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Bank Account Information Report: 


06/15/93 at 1:35PM The Kite Store 
Account Information 
Detail Report 


Bank No. 
Account Address 


First National Bank 
Checking Account 1234 Main Street 
Anytown, USA 55555 


Contact Mrs. Stephen E. Carter 
Phone Number (603) 555-1212 

Account Type Checking 

Transit Number 123456789 

Account Number 12345678901234567 

Interest Income Account 7030-00 Interest Income 
Service Charge Account 6120-00 Bank Service Charges 


Comments 
Account Balance 7,889.30 


1050-00 United Federal Savings 
Savings Account 345 Lake Street 
Anytown, USA 55555 


Contact Walter M. Dole 

Phone Number (603) 555-3333 

Account Type Savings 

Transit Number 234567890 

Account Number 3457890123456789 

Interest Income Account 7030-00 Interest Income 
Service Charge Account 6120-00 Bank Service Charges 
Comments 

Account Balance 2,455.67 
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Check Register 


The Check Register Report lists all the information about the checks you have 
recorded—manual and computer—in the current accounting period (the period 
you are currently working in) or in all your accounting periods. 


We suggest printing your Check Register on a regular basis and filing it as a 
printed record of your disbursements. 


You decide when to print your check register and how much information to 
include. You select which bank account, accounting period, and range of checks to 
include in your report. 


To print a Check Register, perform the following steps, and press Enter or click on 
the next field after each entry or selection. 


1. Choose Reports/Bank Statements /Check Register. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select the bank number. 


4. Select whether to include check transactions for all accounting periods, just the 
current period, or check transactions for a range of dates. If you select a range 
of dates, enter the beginning date on the From line and enter the ending date 
on the To line. 


5. Select whether to include all checks or a range of checks on the report. If you 
select a range of checks, enter the beginning Check No. or Payee on the From 
line, and the ending Check No. or Payee on the To line. Be sure the case (upper 
or lower) matches the way the information was originally entered in your 
system. 


6. Select whether or not to show the check description on the report. 


7. Select whether to show General Ledger distributions or SuperTrack 
allocations for each check on the report, or to omit the distribution or 
allocation information altogether. 


8. Select how to sort the report: by Entry Order, Check Number, Date or Payee. 


so 


Choose | when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Check Register: 


12/16/93 at 1:20PM The Kite Store 
BANK CHECK REGISTER 


Bank Account: 1 - Checking Account 
For The Period 12/01/93 to 12/31/93 


Paid To/Description Distribution Check 


12/16/93 Wayland Bros. 
6230 Insurance 
6395 Insurance - Group 
1000 Checking Account 


12/16/93 W. P. Brook & Son 
5100 Advertising 
1000 Checking Account 


12/16/93 Telephone Company 
6520 Telphone 
1000 Checking 


12/07/93 Edward J. Johnson 
2200 Federal Withholding 
2210 Social Security 
6000 Salaries & Wages 
1000 Checking Account 


12/16/93 Rhonda Ferguson 
5230 Travel 
1000 Checking Accunt 


TOTAL MANUAL CHECKS (M): 
TOTAL COMPUTER CHECKS (C): 
TOTAL DIRECT DISBURSEMENTS (D): 


TOTAL CHECKS: 2,517.47 
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Bank Deposits 


You can print a Deposit Report at any time. When printed in detail, it provides all 
individual check numbers that comprise a deposit, or it can be printed in summary 
with a deposit slip total. Print deposits for all bank accounts or for just one bank 
account, for all periods, or for just a range of dates. 


To print the Deposit Report, perform the following steps, and press Enter or click 
on the next field after each entry or selection. 


1. 


2 


Choose Reports/Bank Statements/Bank Deposits . 


Accept the report title or type in a different title, which will print on the report 
under the company name. 


Select the bank account number for the Deposit Report. 


Select whether to include deposit transactions for the current period, all 
accounting periods, or deposit transactions for a range of dates. If youselecta 
range of dates, enter the beginning date on the From line and enter the ending 
date on the To line. 


Select a detail Deposit Report or a summary Deposit Report. The detail report 
prints each individual check number that comprised the deposit. The 
summary report prints totals for deposits during the selected period. 


Choose — Print _) when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Bank Deposit Report: 


06/15/93 at 1:20PM 


DEPOSIT 


9009 
1120 


DEPOSIT 


06/08/93 
06/08/93 
06/10/93 
06/10/93 
06/12/93 
06/12/93 
06/15/93 


06/15793 


06/15/93 


The Kite Store 
BANK DEPOSIT 
Checking Account 
06/01/93 TO 06/15/93 


RECEIVED FROM 


Checking Account 
Brewster Corp. 
Lewiston Supply 
Randall Binding 
Jack Ferguson 
Tower Bros. 

Cash Back 


Campbell Electronics 
Joseph P. Waller Co. 


TOTAL DEPOSITS 
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The Budget Worksheet Report is printed from the Reports menu: 


Reports 


Budget Worksheet 


Budget Worksheet 


The Budget Worksheet lists each account for which you have established a budget 
and the budget amount. Most of the time you will want to print an Income 
Statement to see comparative budget figures, but the Income Statement subtotals 
some ranges of accounts and every account having a budget may not appear on the 
report. You have a great deal of flexibility in how you print the Worksheet 
depending on what information you want to see. The Budget Worksheet can help 
you gauge whether or not you are within your financial plan for the period. 


To print a Budget Worksheet, perform the following steps, and press Enter or click 
on the next field after each entry or selection. 


1. Choose Reports /Budget Worksheet. 


2. Accept the report title or type in a different title, which will print on the report _ 
under the company name. 
3. Select departments: 


¢ Consolidated—to generate a Worksheet showing the entire company with 
an account total of all department subaccounts. 


¢ All Departments—to generate a Worksheet showing all departments. 
e One Department—to generate a Worksheet showing one department. If 
you select One Department, enter the department number. 
4. Select the information for Column 1: 
¢ Actual—to print the current ending balance of each account. 
¢ Budget—to print the budgeted amount for each account. 


e Enter the date range you want Column 1 to cover. 


For an accurate com- 
parison, be sure the 
date range for Column 
2 matches the date 
range for Column 1. 


5. Select the information for Column 2: 


e Actual—to print the current ending balance of each account as of the 
ending date specified for Column 2. 


e¢ Budget—to print the budgeted balance of each account as of the ending 
date specified for Column 2. 


e¢ Do not show column—to not have Column 2 print on the report. 


e Enter the date range for Column 2. 


6. Select the comparison format: 


° % of Sales—to display the percent of total sales represented by each 
account. The appropriate percent prints in a column to the right of Column 
1 and to the right of Column 2. 


e % of Variance—to display the difference, by percent, between Column 1 
and Column 2. The percentage prints in a column to the right of Column 2. 


e None—to display neither a percentage of sales nor a percentage variance. 


7. Choose Print) when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 
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Following is a sample Budget Worksheet Report: 


12/16/93 at 1:20PM The Kite Store Page 1 
Budget Worksheet 
For the Period(S) 


12/01/93 - 12/31/93 12/01/93 - 12/31/93 
ACCOUNT DESCRIPTION ACTUAL % 


Sales discounts . 00) 
Sales returns & allowances 7 00) 


TOTAL SALES 

Purchases 

Purchases discounts 
Purchase returns & allowanc 
TOTAL COST OF SALES 

GROSS PROFIT 


Salaries & Wages 
Advertising 


Freight & delivery 


TOTAL SELLING EXPENSES 


Misc expense - Sales 
Dues & Subscriptions 
Utilities 

Legal & Accounting 
Office expense 
Postage expense 

Rent expense 
Supplies expense 
Telephone expense 


TOTAL GENERAL & ADMINISTRATI 
NET OPERATING INCOME (LOSS) 
NET INCOME(LOSS) BEFORE TAX 


NET INCOME (LOSS) 
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Vendor 
Reports 


The Vendor reports can be printed from the Reports / Vendor menu: 


Purchase Journal 
Purchase fnalysis 


Payment Journal 
Payment Analysis 


Aged Payables 
Open Payables 


Vendor Name & Address 


One-Write Plus allows you to print a list of your vendors. You can print the list 
with or without Vendor addresses. You can also define a select range of names to 
print. 


To print the Vendor Name & Address Report, perform the following steps, and 
press Enter or click on the next field after each entry or selection. 


1. 
2. 


Choose Reports/Vendor/Name & Address. 


Accept the report title or type in a different title, which will print on the report 
under the company name. 


Select whether to include all vendors on the report, or a range of vendors. If 
you select a range of vendors, enter a beginning Vendor ID or Vendor Type on 
the From line, and an ending Vendor ID or Vendor Type on the To line. Be sure 
the case (upper or lower) matches the way the information was originally 
entered in your system. 


Select the report format: 


¢ Detail—prints the Vendor ID, Vendor Name and Address, Phone 
Number, Contact, and Vendor Type. 


e Summary—prints the Vendor ID, Vendor Name, Phone Number, and 
Vendor Type. 
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5. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Vendor Name & Address Report: 


12/16/92 at 1:20 PM The Kite Store PAGE 1 
VENDOR NAME & ADDRESS REPORT 
VENDOR ID NAME/ADDRESS PHONE/CONTACT TYPE 
BYRON Byron Bros., Inc. (603) 555-2222 A 
Building 34-B Ed Martino 


290 Industrial Park 
Anytown, USA 55555 


CARTER Carter & Anderson, Inc. (603) 555-2233 A 
333 West Lake Street Earle Morrison 
Anytown, USA 55555 


DENNIS B. K. Dennis Trucking (603) 555-8888 B 
155 Main Street Marilyn Walls 
Anytown, USA 55555 

MONAD Monadnock Office Supplies (603) 555-7666 A 
891A West Street Bob Allston 


Anytown, USA 55555 


Total vendors listed - 4 


Vendor Cards 


Once you have entered the information on your Vendor Cards, you can print them 
at any time. You can print the cards for all your vendors or just those you select 
based on a range of Vendor ID’s or types. 


To print Vendor Cards, perform the following steps, and press Enter or click on the 
next field after each entry or selection. 


1. Choose Reports /Vendor/Cards. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include all vendors on the report, or a range of vendors. If 
you select a range of vendors, enter a beginning Vendor ID or Vendor Type on 
the From line, and an ending Vendor ID or Vendor Type on the To line. Be sure 
the case (upper or lower) matches the way the information was originally 
entered in your system. 


4. Select the report format: 
e Detail—prints all detailed vendor history. 
e Open Items—prints only the vendor’s open invoices. 


e Summary—prints only the top informational portion of the Vendor Card. 


5. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Vendor Card Report: 


12/16/93 at 1:20PM The Kite Store 
VENDOR CARD 


VENDOR ID BYRON VENDOR TYPE R 
NAME Byron Bros., Inc. HOLD INVOICES? NO 
ADDRESS Building 34-B ALWAYS TAKE DSC NO 
290 Industrial Park TERMS: DUE 30 DAYS 
Anytown, USA 55555 DISCOUNT 10 DAYS 
CONTACT Ed Martino DISCOUNT 2.00 PERCENT 
PHONE (603) 555-2222 PURCH LAST YEAR 5,980.00 


EXPENSE ACCT 6200-00 Equipment rental PURCH THIS YEAR 0.00 
BALANCE DUE: 158.25 


VENDOR HISTORY - Byron Bros., Inc. 
REF # AMOUNT P DUE DISC DISC AV’L TAKEN OPEN BAL 


11/17/93 350.00 

12/17/93 379.00 01/19 
12/17/93 220.75 - 
12/19/93 350.00 - 
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Vendor Labels 


One-Write Plus prints mailing labels for all your vendors, or for a selected range 
of vendors. You can print mailing labels on the printer or to a file. 


You can perform an optional alignment test to be sure your labels are correctly 
aligned in the printer. 


To print Vendor labels, perform the following steps, and press Enter or click on the 
next field after each entry or selection. 


1. Choose Reports /Vendor/Labels. 


2. Select whether to include all vendors on the report, or a range of vendors. If 
you select a range of vendors, enter a beginning Vendor ID or Vendor Type on 
the From line, and an ending Vendor ID or Vendor Type on the To line. Be sure 
the case (upper or lower) matches the way the information was originally 
entered in your system. 

3. Select the label type: 
e¢ Mailing—3- or 4-line address label. 


¢ Shipping—3- or 4-line address label with your return address printed in 
the upper portion of the label. 


¢ Envelope—computer pin-fed envelopes. 


4. Choose whether or not to include your return address on the labels or 
envelopes. 


5. Choose | Print | when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Vendor Analysis 


The Vendor Analysis Report is a fast and flexible way to sort and analyze 
information about your vendors. You can customize this report to include 
precisely the information you need by selecting all vendors or a range of vendors. 
Your report can list vendors who show purchases that fall into a specific purchases 
range so you can pinpoint where you're spending your dollars. 


To print the Vendor Analysis Report, perform the following steps, and press Enter 
or click on the next field after each entry or selection. 


1 


2. 


under the company name. 


Choose Reports/Vendor/ Analysis. 


Accept the report title or type in a different title, which will print on the report 


Select whether to include all vendors on the report, or a range of vendors. If 


you select From/To, enter a beginning range on the From line, and an ending 
range on the To line. Your range can be by Vendor ID, Vendor Type, or YTD 
Purchases. Be sure the case (upper or lower) matches the way the information 
was originally entered in your system. 


Vendor Name. 


Choose 


The Print Options dialog box displays. 


when you have made your choices. 


Select to sort this report by Vendor ID, Vendor Type, YTD Purchases or 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Vendor Analysis Report: 


12/16/93 at 1:20PM The Kite Store PAGE 1 
VENDOR ANALYSIS REPORT 
VENDOR ID VENDOR TERMS GL ACCOUNT PURCHASES BALANCE 
NAME TYPE PCT/DISC/DUE COMMENTS YTD/LAST YR LAST PUR/PMT 
BYRON R 2.00/10/30 6200-00 Equipment Ren 7,464.72 158.25 
Byron Bros., Inc. Not open Saturdays 24,567.88 2/17/93 
Ed Martino (603) 555-2222 2/16/93 
CARTER e 2.00/10/30 5100-00 Advertising 9,788.02 4,743.78 
Carter & Anderson, Inc. 12,998.81 2/03/93 
Earle Morrison 12/10/93 
DENNIS R 2.00/10/30 5100-00 Advertising 5,288.15 4,841.75 
B. K.Dennis Trucking 32:,789:.33 2/16/93 
Marilyn Walls (603) 555-1111 1/09/93 
MONAD R 2.00/10/30 5010-00 Office Suppli 7,650.00 7,650.00 
Monadnock Office Supplies 42,788.90 2/16/93 
Bob Allston 1/22/93 
Total vendors listed - 4 
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Purchase Journal 


The Purchase Journal contains all your recorded purchases, credit memos, and 
direct disbursements. 


To print the Vendor Purchase Journal, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports/Vendor/Purchase Journal. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include all transactions on the report, just the current 
period’s transactions, or a range of dates for transactions. If you select a range 
of dates, enter a beginning date on the From line, and an ending date on the To 
line. 


4, Select whether to include all vendors on the report, or a range of vendors. If 
you select a range of vendors, enter a beginning Vendor ID, or a beginning 
Invoice/Ref. number or Description on the From line, and an ending Vendor 
ID or an ending Invoice /Ref. number or Description on the To line. Be sure 
the case (upper or lower) matches the way the information was originally 
entered in your system. 


5. Select if you want the information on the report to appear in entry order, 
invoice or reference number order, date order, or Vendor ID order. 


6. Choose to show the general ledger account the transaction was distributed to, 
the SuperTrack distribution, or to not show distributions at all. 


when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Vendor Purchase Journal: 


12/16/93 at 1:20PM The Kite Store 
VENDOR PURCHASE JOURNAL 
12/01/93 to 12/31/93 


12/07/93 I BYRON Byron Bros., Inc. 
DESCRIPTION: Heavy Equip. Rental 


DISTRIBUTION: 6200 Equipment Rental 
2000 Accounts Payable 776.00 


12/12/93 CREDIT X BYRON Byron Bros., Inc. 369.95 - 
DESCRIPTION: Backhoe Rental 


DISTRIBUTION: 6200 Equipment Rental 
2000 Accounts Payable 


12/12/93 #1221 I CARTER Carter & Anderson, Inc. 2,890.00 
DESCRIPTION: October Ad Placement 


DISTRIBUTION: 5100 Advertising 2,890.00 
2000 Accounts Payable 2,890.00 


12/15/93 #3789 I MONDAD Monadnock Office Supplies 
DESCRIPTION: FAX Paper 


DISTRIBUTION: 6300 Office expense 
2000 Accounts Payable 


12/16/93 #32157 D MONDAD Monadnock Office Supplies 
DESCRIPTION: Copier Paper 


DISTRIBUTION: 6300 Office expense 
1000 Checking Account 


TOTAL PURCHASES: 
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Purchase Analysis 


The Purchase Analysis Report, a powerful and flexible report, allows you to sort 
and analyze your purchase information in any way meaningful to you. You can 
include all journal transactions or any range of transactions. You can sort by G/L 
Account or Vendor ID. 


Print the Purchase Analysis Report to analyze and summarize purchases by 
account or by vendor, or to analyze only one type of transaction (for example, 
credit memos). 


To print a Purchase Analysis Report, perform the following steps, and press Enter 
or click on the next field after each entry or selection. 


1. Choose Reports/Vendor/Purchase Analysis. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include all transactions on the report, just the current 
period’s transactions, or a range of dates for transactions. If you select a range 
of dates, enter a beginning date on the From line, and an ending date on the To 
line. 


4. Select whether to include all invoice transactions on the report, or a range of 
transactions. If you select a range, enter a beginning range on the From line, 
and an ending range on the To Line. Your range can be by Invoice/Ref. 
number, Due Date, Vendor ID, G/L Account, Vendor Type, Trx. Type, or 
Description. Be sure the case (upper or lower) matches the way the 
information was originally entered in your system. 


5. Select to have the information on the report in order by the G/L distribution 
account or by Vendor ID. 


6. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Purchase Analysis Report: 


12/16/93 at 1:20PM The Kite Store 
PURCHASE ANALYSIS REPORT 
12/01/93 TO 12/16/93 


DESC DISTRIBUTION 


Auto expense 

Main Street Mobil 12/02/93 
Main Street Mobil 12/10/93 
The Tire Center 12/12/93 


TOTAL FOR 5100 Advertising 


Freight & Delivery 


B.K. Dennis Trucking 12/05/93 D 3454 
Overnight Delivery 12/07/93 D 3456 Freight 


TOTAL FOR 5660 Freight & Delivery 
Equipment rental 
Byron Bros., Inc. 12/05/93 D 3453 Rental 
Byron Bros., Inc. 12/07/93 D 3457 Storag 


TOTAL FOR 6200 Equipment rental 


GRAND TOTAL 


Payment Journal 


The Payment Journal is a record of all of your payments. It includes all recorded 
computer checks, manual checks, and direct disbursements. 


To print a Payment Journal, perform the following steps, and press Enter or click 
on the next field after each entry or selection. 


1. Choose Reports/Vendor/Payment Journal. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select the Bank Number for the Payment Journal. 


4. Select whether to include all transactions on the report, just the current 
period’s transactions, or a range of dates for transactions. If you select a range 
of dates, enter a beginning date on the From line, and an ending date on the To 
line. 


5. Select whether to include all vendors on the report, or a range of vendors. If 
you select a range of vendors, enter a beginning Vendor ID or Check Number 
on the From line, and an ending Vendor ID or Check Number on the To Line. 
Be sure the case (upper or lower) matches the way the information was 
originally entered in your system. 
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6. Select if you want the information on the report to appear in entry order, in 
order by check number, by date, or Vendor ID. 


7. Select whether you want G/L distributions or SuperTrack allocations to show 
on the report, or you want to skip distributions or allocations altogether. 


8. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Payment Journal Report: 


12/16/93 at 1:20PM The Kite Store PAGE al: 


PAYMENT JOURNAL REPORT 
First Checking Account 
12/01/93 to 12/31/93 


DATE REF. NO. T VENDOR ID / NAME AMOUNT DISTRIBUTION 
12/07/93 1665 C BYRON’ Byron Bros., Inc. 475.00 
DESCRIPTION: A/P CHECK 
DISTRIBUTION: 1000 Checking Account 475.00 dr 
2000 Accounts Payable 475.00 cr 
12/12/93 1666 C BYRON’ Byron Bros., Inc. 408.75 
DESCRIPTION: A/P CHECK 
DISTRIBUTION: 1000 Checking Account 408.75 dr 
2000 Accounts Payable 408.75 cr 
12/12/93 1667 C CARTER Carter & Anderson, Inc. 1,475.00 
DESCRIPTION: A/P CHECK 
DISTRIBUTION: 1000 Checking Account 1,475.00 adr 
2000 Accounts Payable Lp475 00: or 
12/15/93 #1668 D MONDAD Monadnock Office Supplies 120.00 
DESCRIPTION: A/P DIRECT DISBURSEMENT 
DISTRIBUTION: 1000 Checking Account 120.00 dr 
2000 Accounts Payable 120.00 cr 
12/16/93 1669 C MONDAD Monadnock Office Supplies 85.50 
DESCRIPTION: A/P CHECK 
DISTRIBUTION: 1000 Checking Account 85.50 dr 
2000 Accounts Payable 85::50 <r 
TOTAL CHECKS: 2,564.25 


Payment Analysis 


The Payment Analysis Report allows you to examine your purchases from a 
distinct point of view. For example, you can create a report to analyze purchases 
by Due Date, by distribution or view purchases from one particular vendor. 


You select the range of checks, vendors, transactions, etc., and the way your report 
is sorted. 


To print your Payment Analysis Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports/Vendor/Payment Analysis. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include all transactions on the report, just the current 
period’s transactions, or a range of dates for transactions. If you select a range 
of dates, enter a beginning date on the From line, and an ending date on the To 
line. 


4. Select if you want all checks to appear on the report, or a range of checks. If 
you select a range, enter a beginning range on the From line, and an ending 
range on the To Line. Your range can be by Check No./Ref., Due Date, Vendor 
ID, G/L Account, Vendor Type, Transaction Type, or Description. Be sure the 
case (upper or lower) matches the way the information was originally entered 
in your system. 


5. Select if you want the information on the report in order by G/L account 
number or by Vendor ID. 


6. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 
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Following is a sample Payment Analysis Report: 


12/16/93 at 1:20PM The Kite Store 
VENDOR PAYMENT ANALYSIS 
The First National Bank 
12/01/93 TO 12/16/93 


DATE T . . DESC DISTRIBUTION 


Accounts Payable 

Carter & Anderson, Inc. 12/06/93 
Creative Advertising 12/13/93 C 
Neighborhood Gazette 12/15/93 M 


TOTAL FOR 2000 Accounts Payable 
Freight & Delivery 
B.K. Dennis Trucking 12/06/93 D 3454 
Overnight Delivery 12/07/93 D 3456 


TOTAL FOR 5660 Freight & Delivery 


Equipment rental 
Byron Bros., Inc. 12/05/93 D 3453 Rental 
Byron Bros., Inc. 12/07/93 D 3457 Storag 


TOTAL FOR 6200 Equipment rental 


GRAND TOTAL 4,723.30 


Aged Payables 


If yours isacash- The Vendor Aged Payables Report shows the outstanding invoice balances listed 
basis system, the —_ by aging periods. Aging Periods are 30, 60, and 90 days unless you specified 


cnet len different periods when you set up Vendor Invoice Preferences. We recommend 
PS cLclE to you. that you age the balance by the current working date to guarantee the integrity of 
See the Vendor your report. Using a prior working date will not yield an accurate report. 
Analysis Report . 


This report can include all items or past due items only. You can include all 
vendors or just a range of vendors. You can see either a detailed report or summary 
for each vendor. 


The Aged Payables Report automatically recalculates each vendor's balance by 
aging period and updates the Vendor Card, if necessary. 


To print your Aged Payables Report, perform the following steps, and press Enter 
or click on the next field after each entry or selection. 


1. Choose Reports/Vendor/Aged Payables. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 
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3. Accept the default aging date or enter a different date. The aging date is used 
to calculate the aging for all open transactions. 


All transactions are aged by invoice date unless you set them to age by due 
date in Setup /Company /Preferences/Vendor and Purchases. 


4. Select whether to include all items on the report or only past due items. 


5. Select whether to include all vendors on the report, or a range of vendors. If 
you select a range of vendors, enter a beginning Vendor ID or Vendor Type on 
the From line, and an ending Vendor ID or Vendor Type on the To line. Be sure 
the case (upper or lower) matches the way the information was originally 
entered in your system. 


6. Select whether to print a detail report showing each individual open item, or 
a summary report showing a total for open items for each aging period. Enter 
an appropriate footnote to print on the bottom of each page of the report. This 
is an optional step. 


7. Enter an appropriate footnote to print on the bottom of each page of the report. 
This is an optional step. 


when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Vendor Reports 241 


Following is a sample Aged Payables Report: 


12/16/93 at 1:20PM The Kite Store 
VENDOR AGED PAYABLES 
AGING DATE: 12/16/93 


VENDOR 
INV DATE 


Byron Bros., Inc. 
09/12/93  #GH-331 I 10/12 
10/11/93 #J3K-345 I 11/10 
08/14/93 Purchase I 09/15 
09/21/93 Rental I 10/21 
11/24/93 Rental I 12/24 F 
TOTAL DUE 1,687.95 : é 175.00 369.95 


CARTER Carter & Anderson, 
10/17/93 Purchase I 11/16 
10/23/93 Purchase I 11/22 
11/24/93 Purchase I 12/24 
12/16/93 Purchase I 01/15 

TOTAL DUE 2,847.00 


DENNIS B. K. Dennis Trucking 
09/21/93 Purchase I 10/21 
10/18/93 Purchase I 11/17 
12/16/93 Purchase I 01/15 
TOTAL DUE 4,728.10 


TOTAL OPEN ITEMS 9,263.05 


CURRENT 6,377.00 
31 - 90 DAYS 2,341.10 
61 - 90 DAYS 175.00 
90 + DAYS 369.95 


Open Payables 
If yours isacash- An Open Payables Report is a listing of your unpaid bills. It can include invoices 
basis system, the = from all your vendors or a range of vendors. We recommend that you age the 
Open Payables Re- p alance by th t working date t tee the integrity of t 
port will not be alance by the current working date to guarantee the integrity of your report. 
available to you. Using a prior working date will not yield an accurate report. 
See the Vendor 


Analysis Report. __To print your Open Payables Report, perform the following steps, and press Enter 
or click on the next field after each entry or selection. 


1. Choose Reports/Vendor/Open Payables. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include all vendors on the report, or a range of vendors. If 
you select a range of vendors, enter a beginning Vendor ID or Vendor Type on 
the From line, and an ending Vendor ID or Vendor Type on the To line. Be sure 
the case (upper or lower) matches the way the information was originally 
entered in your system. 
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4. Enter an appropriate footnote to print on the bottom of each page of the report. 
This is an optional step. 


5. Choose 


The Print Options dialogue box displays. 


when you have made your choices. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Open Payables Report: 


12/16/93 at 1:20PM 


REF INVOICE # 


2 #GH-331 

3 #JK-345 
7 #445 

8 Purchase 
12 Rental 
23 Rental 


16 Purchase 
17 Purchase 
24 Purchase 


13 Purchase 


27 Purchase 


Le 
I 
I 


The Kite Store 


VENDOR OPEN PAYABLES 


INV DATE DUE 


BYRON Byron Bros., Inc. 


09/12/93 10/12 
10/11/93 11/10 
12/18/93 01/17 
08/14/93 09/15 
09/21/93 10/21 
11/24/93 12/24 


TOTALS 


CARTER Carter & Anderson, Inc. 


10/17/93 11/16 
10/23/93 11/22 
11/24/93 12/24 


26 Purchase I 12/16/93 01/15 


TOTALS 


DENNIS B. K. Dennis Trucking 


09/21/93 10/21 


18 Purchase I 10/18/93 11/17 


12/16/93 01/15 
TOTALS 


TOTALS 


DISCOUNT DT/AMT INV AMOUNT 


09/22 
09/30 
01/10 
08/24 
10/05 


-05 10,039.05 


PAGE 1 | 


OPEN BAL 
00 175.00 
00 175.00 
00 766.00 
95 369.95 
00 788.00 
00 180.00 


00 547.00 
00 160.00 
00 250.00 
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The Customer reports are printed from the Reports/Customer menu: 


Customer 
Reports 


Receipt Analysis 


Aged Receivables 
Open Receivables 


Customer Name & Address 


One-Write Plus allows you to print a list of your Customers. You can print the list 
with or without Customer addresses. You can also define a select range of names 
to print. 


To print the Customer Name & Address Report, perform the following steps, and 
press Enter or click on the next field after each entry or selection. 


1. Choose Reports /Customer/Name & Address. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether you want all Customers to appear on the report or just a range 
of customers. If you select a range, enter a beginning Customer ID, Customer 
Type, or Salesperson’s initials on the From line, and an ending Customer ID, 
Customer Type, or Salespersons initials on the To line. Be sure the case (upper 
or lower) matches the way the information was originally entered in your 
system. 


4. Select the report format: 


¢ Detail—prints the Customer ID, Customer Name and Address, Phone 
Number, Contact and Customer Type. 


¢ Summary—prints the Customer ID, Customer Name, Phone Number and 
Customer Type. 
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5. Select how you want information to appear on the report: in ID, Type, 
Salesperson, or Customer Name order. 


6. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Customer Name & Address Report: 


12/16/93 at 1:20PM The Kite Store PAGE 1 
CUSTOMER NAME & ADDRESS 

CUST ID NAME/ADDRESS PHONE/CONTACT SLSMN TYPE 

BAKER Lyonette Baker & Sons (603) 555-8888 SLS A 
899 Western Avenue Karen Thomas 
Anytown, USA 55555 

BANK First National Bank (603) 555-4444 $ 
123 Main Street Darlene 
Anytown, USA 55555 

HOBBIES Downtown Hobbies (603) 555-7777 TMM E 
392 Main Street Ernest Wilson 
Anytown, USA 55555 

JOHNSON Johnson & Carter (603) 555-9999 SEM E 
78 Doullette Circle Evelyn Winn 
Suite 200 
Anytown, USA 55555 

PAYTON Payton Enterprises, Inc. (603) 555-6666 KLS W 
333 Main Street John Jerarde 
Anytown, USA 55555 

REYNOLDS Reynolds & Company (603) 555-3333 SEM E 
399 South Street George Garrison 
Anytown, USA 55555 
Total customers listed - 6 

a 
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Customer Cards 


Once you have entered the information on your Customer Cards, you can print 
them at any time. You can print the cards for all your Customers or just those you 
select based on a range of Customer ID’s, types or salespersons associated with 
your customers. Printing the Customer Cards lets you see all transactions for a 
Customer in one place. 


To print Customer Cards, perform the following steps, and press Enter or click on 
the next field after each entry or selection. 


1. Choose Reports /Customer/Cards. 


2. Accept the report title or type ina different title, which will print on the report 
under the company name. 


3. Select whether you want all Customers to appear on the report or just a range 
of customers. If you select a range, enter a beginning Customer ID, Customer 
Type, or Salesperson’s initials on the From line, and an ending Customer ID, 
Customer Type, or Salespersons initials on the To line. Be sure the case (upper 
or lower) matches the way the information was originally entered in your 
system. 


4. Select the report format: 
¢ Detail—prints all detailed Customer history. 
¢ Open Items—prints only the Customer’s open invoices. 
¢ Summary—prints only the top informational portion of the Customer 


Card. 


5. Select how you want information to appear on the report: in ID, Type, 
Salesperson, YTD Sales or Customer Name order. 


6. Choose ‘Print _| when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Customer Cards Report: 


12/16/93 at 1:20PM The Kite Store 
CUSTOMER CARD REPORT 
CUSTOMER ID BAKER CUSTOMER TYPE A 
NAME Lyonette Baker & Sons ACCOUNT TYPE OPEN ITEM 
BILL ADDRESS 899 Western Avenue 
Anytown, USA 55555 SALES TAX ID 
SALES TAX EXEMPT 0 
TERMS: DUE 30 DAYS 
SHIP ADDRESS Industrial Parkway DISCOUNT 10 DAYS 
Western Avenue DISCOUNT 10.00 PERCENT 
Anytown, USA 55555 FINANCE CHARGE 1.50 PERCENT 
CONTACT Karen Thomas CREDIT LIMIT 15,000.00 
PHONE (603) 555-8888 HIGH CREDIT 19,700.00 
SALESPERSON SEM CREDIT STATUS AAB 
SALES ACCT 4000 Sales SALES LAST YEAR 24,567.88 
COMMENTS No Saturday deliveries SALES THIS YEAR 26,788.96 
AGING: CURRENT OVER 30 OVER 60 OVER 90 TOTAL DUE 


566.24 3,248. 


HISTORY - Lyonette Baker & Sons 
SLS DISC DISC AVL TAKEN 
12/20/93 .00 SLS 
11/15/93 .00 SLS 12/15 11/25 
10/23/93 .22 SLS 11/22 11/02 


11/09/93 71 -SLS 
12/10/93 .00-SLS 
07/28/93 .84 SLS 08/27 08/07 


Customer Labels 


One-Write Plus prints mailing labels for all your Customers, or for a selected range 
of Customers. You can print mailing labels on the printer or to a file. 


You can perform an optional alignment test to be sure your labels are correctly 
aligned in the printer. 


To print Customer labels, perform the following steps, and press Enter or click on 
the next field after each entry or selection. 


1. Choose Reports /Customer/Labels. 


2. Select whether you want labels for all Customers or just a range of customers. 
If you select a range, enter a beginning Customer ID or Customer Type on the 
From line, and an ending Customer ID or Customer Type on the To line. Be 
sure the case (upper or lower) matches the way the information was originally 
entered in your system. 


Customer Reports 247 


3. Select the label type: 
¢ Mailing—3- or 4-line address label. 


° Shipping—3- or 4-line address label with your return address printed in 
the upper portion of the label. 


e Envelope—computer pin-fed envelopes. 


4. Select whether to print the Bill To or the Ship To address on the labels or 
envelopes. 


5. Choose whether or not to include your return address on the labels or 
envelopes. 


6. Select to print the labels in order by Customer ID or Customer Name. 


7. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Customer Analysis 


The Customer Analysis Report is a fast and flexible way to sort and analyze 
information about your Customers. You can customize this report to include 
precisely the information you need by selecting all Customers or a range of 
Customers. Your report can list Customers who are over their credit limit, or just 
the customers under their limit. 


You can sort this report by Customer ID, Customer Type, Salesperson, credit 
status, or year-to-date sales. Finally, you select where to print the report. 


To print the Customer Analysis Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports/Customer/ Analysis. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 
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Select whether you want all Customers to appear on the report or just a range 
of customers. If you select a range, enter a beginning range on the From line, 
and an ending range on the To line. Your range can be by Customer ID, 
Customer Type, Salesperson, Credit Status or YTD Sales. Be sure the case 
(upper or lower) matches the way the information was originally entered in 
your system. 


Select whether all customers should appear on the report, just customers who 
are over their credit limit, or just customers who are under their credit limit. 


Select to print the report in order by Customer ID, Customer Type, 
Salesperson, YTD Sales or Name. 


Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Customer Analysis Report: 


12/16/93 at 1:20PM The Kite Store Page 1 
CUSTOMER ANALYSIS REPORT 
CUSTOMER TERMS CREDIT SALES BALANCE/ 
ID/NAME SLS TY AGE STAT PCT/DISC/DUE LIMIT/HIGH YTD/LAST YR LAST SL/PMT 
BAKER SLS E CUR AAB_ 1.00/10/30 15,000.00 7,464.72 4,602.75 
Lyonette Baker & Sons 19,700.00 24,567.88 12/16/93 
Karen Thomas (603) 555-8888 2/16/93 
HOBBIES SEM E CUR BBB 1.50/10/30 10,000.00 9,788.02 4,743.78 
Downtown Hobbies 10,000.00 12,998.81 2/03/93 
Ernest Wilson (603)555-7777 2/10/93 
JOHNSON SEM W CUR AAA 1.00/10/30 10,000.00 5,288.15 4,841.75 
Johnson & Carter 10,000.00 32,789.33 12/16/93 
Evelyn Winn (603) 555-6666 1/09/93 
REYNOLDS KLS W CUR AAA 1.5/10/30 20,000.00 7,650.00 7,650.00 
Reynolds & Co. 20,000.00 42,788.90 2/16/93 
George Garrett (603)555-5555 1/22/93 
Total customers listed - 4 


L 
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Invoice Analysis 


With the Invoice Analysis Report, you can examine your sales from distinct points 
of view. For example, you can create a report to analyze sales by Salesperson, 
figure totals sales by product line, or view a particular customer's purchases. 


You select the range of items, customer, salespeople, etc., and the Way your report 
is sorted. 


To print an Invoice Analysis Report, perform the following steps, and press Enter 
or click on the next field after each entry or selection. 


1. Choose Reports/Customer/Invoice Analysis. 
2. Accept the report title or type in a different title. 


3. Select whether to include all invoices on the report, or just a range of invoices. 
If you use this option, enter a beginning range on the From line, and an ending 
range on the To line. Your range can be by Invoice Date, Invoice Number, 
Customer ID, Item/Reference, G/L Account, or Salesperson. Be sure the case 
(upper or lower) matches the way the information was originally entered in 
your system. 


4. Select to print this report in order by account number, by salesperson, by item 
or reference number or by Customer ID. 


5. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Invoice Analysis Report: 


12/16/93 at 1:20PM The Kite Store 
INVOICE ANALYSIS REPORT 
12/01/93 to 12/31/93 


CUSTOMER SLS INVOICE ITEM/REF ORDER SHIP DESCRIPTION 


*** ACCOUNT: 4000 - Sales 

JOHNSON SEM 345 #339-Blue Blue Silk Kites 
BAKER KLS 346 #291-G Kite Kits/#3392 
HOBBIES TMM 347 #28-GT199 Kits/Crafts #9232 
PAYTON SEM 245 #349-78 Hobby Kits 
JOHNSON SEM 246 #209-88 Lrge Cont/@321 


HOBBIES TMM 247 #109-Tan Tan Kite Specials 
BAKER SLS 248 #290-WWX Kite Stan/UP Dist 
BAKER SLS 198 #456-99 Glue/Sm 1.0z 
HOBBIES SEM 199 #89-899 Yds Kite Fabric 
PAYTON SEM 198 #LG-2344 Craft Kits/#2321 
JOHNSON SEM 278 T-3212 300 Craft Tools 


TOTAL FOR 4000 Sales 


TOTAL INVOICES: 


Sales Journal 


The Sales Journal lists all your cash sales, invoices, credit memos, and finance 
charges for the current period, or for a specified date range. We suggest printing 
your Sales Journal on a regular basis and filing them as printed records of your 
sales activity. 


To print a Sales Journal, perform the following steps, and press Enter or click on 
the next field after each entry or selection. 


1. Choose Reports/Customer /Sales Journal. 


2. Accept the report title or type ina different title, which will print on the report 
under the company name. 


3. Select whether you want to include all sales transactions on the report, just 
current period sales transactions, or a range of sales transactions. If you select 
a range, enter a beginning date on the From line, and an ending date on the To 
line. 


4. Select whether you want all customers to appear on the report or just a range 
of customers. If you select a range, enter a beginning range on the From line, 
and an ending range on the To line. Your range can be by Customer ID, Invoice 
No., or Description. Be sure the case (upper or lower) matches the way the 
information was originally entered in your system. 


5. Select whether the information on the report should print in entry order, by 
invoice number, by date, or by Customer ID. 
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6. Select whether you want to show all distributions on the report, just 
SuperTrack allocations or skip distributions and allocations altogether. 


7. Choose © 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Sales Journal: 


when you have made your choices. 


— 
06/16/93 at 1:20PM The Kite Store 
CUSTOMER SALES JOURNAL 
06/01/93 TO 06/30/93 
DATE REF. NO. T CUSTOMER ID / NAME 
06/21/93 345 I JOHNSON Johnson & Carter 
DISTRIBUTION: 1100 Accounts Receivable 
4000 Sales 
2190 Sales Taxes payable 
06/11/93 346 I BAKER Lyonette Baker & Sons 
DISTRIBUTION: 1100 Accounts Receivable 
4000 Sales 
2190 Sales taxes payable 
06/11/93 FIN CHG F BAKER Lyonette Baker & Sons 
DESCRIPTION: Finance Charge 
DISTRIBUTION: 1100 Accounts Receivable 
7100 Finance charge inco 
06/15/93 396 I PAYTON Payton Enterprises, Inc. 
DISTRIBUTION: 1100 Accounts Receivable 
4000 Sales 
06/16/93 2099 I REYNOLDS Reynolds Distributors 
DESCRIPTION: P.O. 43713 
DISTRIBUTION: 1100 Accounts Receivable 
4000 Sales 
TOTAL SALES: 
Invoices 
Cash Sales 
Finance Charge 
Credit Memos 
= 


2,450. 


66. 


DOK. 


655. 


74 


23 


00 


PAGE 


i 


cr 
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Sales Analysis 


The Sales Analysis Report, a powerful and flexible report, allows you to sort and 
analyze your sales information in any way meaningful to you. You can include all 
journal transactions or any range of transactions. You can sort by G/L distribution 
account, by Customer ID, or by Salesperson. 


To print a Sales Analysis Report, perform the following steps, and press Enter or 
click on the next field after each entry or selection. 


1. Choose Reports/Customer/Sales Analysis. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether you want to include all sales transactions on the report, just 
current period sales transactions, or a range of sales transactions. If you select 
a range, enter a beginning date on the From line, and an ending date on the To 
line. 


4. Select whether all sales should appear on the report, or a range of sales. If you 
select a range, enter a beginning range on the From line, and an ending range 
on the To Line. Your range can be by Sales/Invoice number, Due Date, 
Customer ID, G/L Account, Salesperson, Customer Type, Transaction Type, 
or Description. Be sure the case (upper or lower) matches the way the 
information was originally entered in your system. 


5. Select whether you want the information sorted in order by G/L distribution 
account, Customer ID, or Salesperson. 


6. Choose Pmt } when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 
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Following is a sample Sales Analysis Report: 


06/16/93 at 1:20PM The Kite Store 
CUSTOMER SALES ANALYSIS 
06/01/93 to 06/31/93 


DATE T REF. NO. DESC DISTRIBUTION 
Sales 
Johnson & Carter 06/16/93 I 8079 
Lyonette Baker & Sons 06/14/93 I 856 
Payton Enterprises, Inc. 06/15/93 I 8933 
Downtown Hobbies 06/15/93 1772 


TOTAL FOR 4000 Sales 


Interest Income 
Checking account 06/15/93 S INTEREST 


TOTAL FOR 7030 Interest Income 
Finance Charge Income 


The Hobby Shope 06/01/93 F FIN CHG 
R. J. Warren 06/09/93 F FIN CHG 


TOTAL FOR 7100 Finance Charge Income 


GRAND TOTAL 3,011.15 cr 


a se 
Receipt Journal 


The Receipt Journal is a record of all of your cash receipts. It includes all recorded 
receipts and bank deposits. 


We suggest you print the Receipt Journal on a regular basis and filing it as a 
printed record of your receipt activity. 


To print a Receipt Journal, perform the following steps, and press Enter or click on 
the next field after each entry or selection. 


1. Choose Reports /Customer/Receipt Journal. 
2. Choose the cash account for the report. 


3. Accept the report title or type in a different title, which will print on the report 
under the company name. 


4. Select whether you want to include all receipt transactions on the report, just 
current receipt sales transactions, or a range of receipt transactions. If you 
select a range, enter a beginning date on the From line, and an ending date on 
the To line. 
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5. Select whether you want all Customers to appear on the report or just a range 
of customers. If you select a range, enter a beginning Customer ID, Reference, 
or Transaction Type on the From line, and an ending Customer ID, Reference 
or Transaction Type on the To Line. Be sure the case (upper or lower) matches 
the way the information was originally entered in your system. 


6. Select whether you want the information to appear on the report in entry 
order, in order by Reference number, date or Customer ID. 


7. Select whether you want to show General Ledger distributions, open balance 
distributions, SuperTrack allocations, or skip distributions and allocations 
altogether. 


8. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 
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Following is a sample Receipts Journal: 


06/16/93 at 1:20PM The Kite Store 
CUSTOMER RECEIPTS JOURNAL 
06/01/93 TO 06/30/93 


CUSTOMER ID / NAME 
06/21/93 Lyonette Baker & Sons 


4000 Sales 
1000 Checking Account 


06/11/93 HOBBIES Downtown Hobbies 


DISTRIBUTION: 4000 Sales 
1000 Checking Account 


06/11/93 DEPOSIT B First National Bank 
DESCRIPTION: Deposit 


1000 Checking Account 
1098 Undeposited cash 


06/15/93 Allen Carter Hobbies 


DISTRIBUTION: 1000 Checking Account 
1100 Accounts Receivable 


06/16/93 9923 P REYNOLDS Reynolds Distributors 
DESCRIPTION: P.O. #3713 


DISTRIBUTION: 1100 Checking Account 
1100 Accounts Receivable 


TOTAL RECEIVED: 
Payments 

Cash Sales 
Customer Deposits 


Bank Deposits 


Receipt Analysis 


The Receipt Analysis Report allows you to examine your receipts from a distinct 
point of view. For example, you can create a report to analyze total receipts by 
G/L distribution, Customer ID, or Salesperson. 


You select the range of checks, Customers, transactions, etc., and the way your 
report is sorted. 


To print your Receipt Analysis Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports /Customer/Receipt Analysis. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 
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3. Select whether you want to include all periods’ receipt transactions on the 
report, just current period receipt transactions, or a range of receipt 
transactions. If you select a range, enter a beginning date on the From line, and 
an ending date on the To line. 


4. Select whether to include all receipts on the report, or a range of receipt 
transactions. If you select this option, enter a beginning range on the From line, 
and an ending range on the To Line. Your range can be by Receipt/Ref. No., 
Due Date, Customer ID, G/L Account, Salesperson, Customer Type, 
Transaction Type, or Description. Be sure the case (upper or lower) matches 
the way the information was originally entered in your system. 


5. Select to print the information on the report in order by G/L account number, 
by Customer ID, or by Salesperson. 


6. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Receipt Analysis Report: 


06/16/93 at 1:20PM The Kite Store PAGE 1 
CUSTOMER RECEIPT ANALYSIS 
Undeposited Cash 
06/01/93 TO 06/31/93 
ACCOUNT NAME DATE T REF. NO. DESC DISTRIBUTION 
1100 Accounts Receivable 
The Hobby Shop 06/02/93 P Paymen 300.00 cr 
Carleton Supply Co. 06/02/93 P 323 Ord #9 1,500.00 cr 
TOTAL FOR 1100 Accounts Receivable 1,800.00 cr 
4000 Sales 
Carleton Supply Co. 06/10/93S 545 Ord #9 250.00 cr 
Hollis Tech 06/10/93 S 7890 Rec'd 18396 er 
TOTAL FOR 4000 Sales 328.96 er 
7030 Interest Income 
Check account 06/07/93 S INTEREST 50.00 cr 
TOTAL FOR 7030 Interest Income 50.00 cr 


GRAND TOTAL 2,178.96 cr 
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Aged Receivables 


The Customer Aged Receivables Report shows the outstanding balances of your 
customers listed by aging periods. Aging Periods are 30, 60, and 90 days unless 
you specified different periods when you set up Customer Invoice Preferences. We 
recommend that you age the balance by the current working date to guarantee the 
integrity of your report. Using a prior working date will not yield an accurate 
report. 


This report can include all items or just past due items. You can include all 
Customers or just a range of Customers. You can see either a detailed report or 
summary for each Customer. 


The Aged Receivables Report automatically recalculates each customer’s balance 
by aging period and updates the Customer Card, if necessary. 


To print your Aged Receivables Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports /Customer/Aged Receivables. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Accept the default aging date, or enter a different date. The aging date is used 
to calculate the aging for all open transactions. 


All transactions are aged by invoice date unless you set them to age by due 
date in Setup /Company /Preferences/Customers and Invoices. 


4. Select whether all items should appear on the report, or only past due items. 


5. Select whether you want all Customers to appear on the report or just a range 
of customers. If you select a range, enter a beginning Customer ID, Customer 
Type, or Salesperson on the From line, and an ending Customer ID, Customer 
Type, or Salesperson on the To line. Be sure the case (upper or lower) matches 
the way the information was originally entered in your system. 


6. Select whether the information on the report should be in order by Customer 
ID, Customer Type, Salesperson, YTD Sales, or Customer Name. 


7. Select whether you want to print a detailed report showing each individual 
open item, or a summary report showing a total for each customer’s open 
items for each aging period. 


8. Enter an appropriate footnote to print on the bottom of each page of the report. 
This is an optional step. 


9. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Aged Receivables Report: 


12/16/93 at 1:20PM The Kite Store PAGE 1 
CUSTOMER AGED RECEIVABLES 
Aging Date: 12/16/93 
CUSTOMPR, |.  . SEEMS RR SESS, AGED BALANCE ---------------- 
INV DATE INVOICE # T DUE CURRENT 31 - 60 61 - 90 90 + 
BAKER Lyonette Bakers & Sons 
SLS (603) 555-888 Karen Thomas 
11/15/93 248 I, 12av1s 2,200.00 
10/23/93 198 I 11/22 1,048.51 
07/28/93 199 I 08/27 788.00 
12/16/93 FIN CHG F 12/16 66.74 
12/12/93 3301 I 01/11 500.00 
12/16/93 4499 I 01/15 387.50 
12/16/93 2912 P 388.00 - 
TOTAL DUE 4,602.75 566.24 3,248.51 788.00 
HOBBIES Downtown Hobbies 
SEM (603)555-7777 Ernest Wilson 
11/15/93 247 E. 12/25 408.76 
08/14/93 344 I 09/14 566.00 
08/18/93 488 I 09/18 160.00 
12/16/93 FIN CHG F 12/16 33.16 
12/03/93 589 I 01/03 520.00 
TOTAL DUE 1,687.92 553.16 408.76 726.00 
PAYTON Payton Enterprises, Inc. 
11/15/93 245 Tt. 12/05 670.75 
08/09/93 235 I 09/08 2,242.50 
12/16/93 FIN CHG F 12/16 79.23 
TOTAL DUE 2,992.48 1968.23) 670.75 2,242.50 
-------------- AGING SUMMARY ----------- 
TOTAL OPEN ITEMS 9,283.15 100.0% 
CURRENT 1,198.63 12.9% 
31 - 90 DAYS 4,328.02 46.6% 
61 - 90 DAYS 726.00 7.8% 
90 + DAYS 3,030.50 32.6% 
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Open Receivables 


An Open Receivables Report is a listing of your unpaid invoices. It can include 
invoices to all your Customers or a range of Customers. The report shows the 
details of each invoice. We recommend that you age the balance by the current 
working date to guarantee the integrity of your report. Using a prior working date 
will not yield an accurate report. 


To print your Open Receivables Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports/Customer/Open Receivables. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include all customers on the report, or a range of customers. 
If you select a range, enter a beginning Customer ID or Customer Type on the 
From line, and an ending Customer ID or Customer Type on the To line. Be 
sure the case (upper or lower) matches the way the information was originally 
entered in your system. 


4. Select how you want the information to appear on this report: in order by 
Customer ID, Customer Type, Salesperson, or Name. 


5. Enter an appropriate footnote to print on the bottom of each page of the report. 
This is an optional step. 


6. Choose Pant when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Open Receivables Report: 


12/16/93 at 1:20PM The Kite Store PAGE 1 
CUSTOMER OPEN RECEIVABLES 


INVOICE # T INV DATE DUE DISCOUNT DT/AMT INV AMOUNT OPEN BAL 
Lyonette Baker & Sons 
248 11/15/93 
198 10/23/93 
199 07/28/93 
FIN CHG 12/16/93 
3301 12/16/93 
4499 12/16/93 


Downtown Hobbies 

347 I 12/20/93 01/19 12/30 
257 I 11/14/93 12/15 11/25 
278 I 09/08/93 10/08 09/18 


TOTALS 


Payton Enterprises, Inc. 

4 245 I 11/15/93 12/15 11/25 
255 I 08/09/93 09/08 08/25 
FIN CHG F 12/16/93 12/16 
3922 I 11/18/93 12/18 12/02 


TOTALS 


TOTALS 47 13,096. 10,240. 
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a 
The Payroll reports are printed from the Reports/Payroll menu: 


Name & Address 


Cards 

Labels 

Employee Directory 
Personnel Management 


Payroll Journal 
Payroll Analysis 
Department Summary 


Tax Tables 
Tax Liability 


W-2 Forms & Reports 
1099 Forms & Reports 


Payroll Name & Address 


One-Write Plus allows you to print a list of your Employees. You can print the list 
with or without employee addresses. You can also define a select range of names 
to print. 


To print the Payroll Name & Address Report, perform the following steps, and 
press Enter or click on the next field after each entry or selection. 


1. Choose Reports/Payroll/Name & Address. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether you want to include all employees on the report or a range of 
employees. If you select a range, enter a beginning Employee ID or 
Department on the From line, and an ending Employee ID or Department on 
the To line. Be sure the case (upper or lower) matches the way the information 
was originally entered in your system. 


4. Select whether you want the report to print for all employees, full-time 
employees, part-time employees, or subcontractors. 


5. Select whether to print all employees, salaried employees, or hourly 
employees. 


6. Select whether you want to print a detailed report with employees’ addresses, 
or a summary report without employee addresses. 


7. Select to print the report in order by Employee ID, Employee Department, 
date of hire, employee extension, employee name, employee Social Security 
number, or in order by the comment on the Employee Card. 


8. Select whether or not to include terminated employees on the report. 


when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Employee Name & Address Report: 


12/16/93 at 1:20PM The Kite Store PAGE 1 
EMPLOYEE NAME & ADDRESS REPORT 


EMPLOYEE NAME/ADDRESS DEPT. OFFICE TYPE DATE HIRED 


ANDERSON Lawrence Anderson Sales 4370 FULL 02/20/83 
111-22-3333 Lake Side Terrace 
Anytown, USA 55555 


BAKERSON Rose M. Bakerson Mrkg 3300 FULL 07/10/85 
222-33-4444 201 East Maple 
Anytown, USA 55555 


JOHNSON Edward Johnson Admin 3400 PART 09/01/89 
333-44-5555 345 Ledgewood Circle 
Anytown, USA 55555 


SMITH Joseph K. Smith Mfg 5022 SUB 10/09/93 
444-55-6666 91 West Horizon 
Anytown, USA 55555 


FULL-TIME EMPLOYEE 2 
PART-TIME EMPLOYEE 1 
SUBCONTRACTORS a 
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Employee Cards 


Once you have entered the information on your Employee Cards, you can print 
them at any time. You can print the cards for all your Employees or just those you 
select based on a range of Employee ID’s. You should print a card for each 
employee during the fiscal year to have a copy in your payroll file. 


To print an Employee Card Report, perform the following steps, and Press Enter 
or click on the next field after each entry or selection. 


ut 


2. 


Choose Reports/Payroll/Cards. 


Accept the report title or type in a different title, which will print on the report 
under the company name. 


Select whether you want to include all employees on the report or a range of 
employees. If you select a range, enter a beginning Employee ID on the From 
line, and an ending Employee ID on the To line. Be sure the case (upper or 
lower) matches the way the information was originally entered in your 
system. 


Select whether you want the report to print for all employees, full-time 
employees, part-time employees, or subcontractors. 


Select whether you want to print a detailed report with full employee history, 
a quarterly report which prints only quarterly payroll totals, or a summary 
report which prints year-to-date totals. 


Select to print the report in order by Employee ID, employee department, date 
of hire, date of birth, pay rate, employee name, or in order by the comment on 
the Employee Card. 


Select whether or not to include terminated employees on the report. 


Choose _ Pint | when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 


to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Employee Card Report: 


12/16/93 at 1:20PM 


EMPLOYEE ID 


The Kite Store 


EMPLOYEE CARD REPORT 


JOHNSON TYPE FULL SUSPEND NO 
Edward J. Johnson 

345 Ledgewood Circle 
Anytown, USA 55555 
(999)555-6666 OFFICE: 4444 


HOURLY / SALARY 

SINGLE / MARRIED 
EXEMPTIONS FED: 

EXTRA W/H 

DATE HIRED 


0.00 
12/01/85 


DEPARTMENT 
SOCIAL SEC # 
SALARY ACCT 
COMMENTS 


DATE TERMINATED 
DATE OF BIRTH 
REGULAR PAY RATE 
OVERTIME PAY RATE 


SALES 
111-22-333 
6000 Salaries & Wages 


03/05/53 
32,000.00 
0.00 


DEDUCTIONS G/L ACCOUNT TYPE BASIS LIMIT AMOUNT 
OTHER PAY 
STATE TAX 
LOCAL TAX 
DEDUCTION 
DEDUCTION 
DEDUCTION 
DEDUCTION 
DEDUCTION 


5050 Commissions 

2220 State Witholding ta 
2250 Local Witholding ta 
6230 Insurance - Employe 


% GROSS 


123456 TAXABLE 


DATE 
CHECK # 


HOURS REG WAGES OTHER PAY FED WH TAX STATE TAX 
HOURS O/T WAGES GROSS PAY FICA TAX 


OTHER DED 
NET PAY 


12/07/93 
2436 


Y-T-D 
TOTAL 


200.00 
0.00 


3,076.90 


0.00 3,076.90 2, 231253 


Payroll Labels 


One-Write Plus prints mailing labels for all your Employees, or for a selected range 
of Employees. You can print mailing labels on the printer or to a file. 


You can perform an optional alignment test to be sure your labels are correctly 
aligned in the printer. 


To print Payroll Labels, perform the following steps, and Press Enter or click on the 
next field after each entry or selection. 


1. Choose Reports /Payroll/Labels. 


2. Select whether to print labels for all employees on the report, or a range of 
employees. If you select a range, enter a beginning Employee ID or Employee 
Type on the From line, and an ending Employee ID or Employee Type on the 
To line. Be sure the case (upper or lower) matches the way the information 
was originally entered in your system. 
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3. Select the label type: 
e¢ = Mailing—3- or 4-line address label. 


e Envelope—computer pin-fed envelopes. 


4. Choose whether or not to include your return address on the labels or 
envelopes. 


| when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Employee Directory 


One-Write Plus prints an Employee Directory with the name, department, and 
office telephone extension of all your employees or just the ones you select. This 
can serve as an internal personnel or phone directory. You can update the 
directory quickly and easily so your employees can always have an accurate 
listing. 


To print the Employee Directory, perform the following steps, and press Enter or 
click on the next field after each entry or selection. 


1. Choose Reports/Payroll/Employee Directory. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include all employees on the report, or just a range of 
employees. If you select a range, enter a beginning Employee ID on the From 
line, and an ending Employee ID on the To line. Be sure the case (upper or 
lower) matches the way the information was originally entered in your 
system. 


4. Select whether you want the report to print for all employees, full-time 
employees, part-time employees, or subcontractors. 


5. Select to print the report by Employee ID, employee department, employee 
extension, or employee name. 


6. Select whether or not to include terminated employees on the report. 


7. Choose Print | when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Employee Directory: 


12/16/93 at 1:20PM The Kite Store PAGE 1 
EMPLOYEE DIRECTORY 


EMPLOYEE NAME DEPARTMENT OFFICE 
BENNETT Bennett Bros. Contractors SUB 

JOHNSON Edward J. Johnson SALES X366 
MILLER Leslie M. Miller ADMIN X354 
WILLIAMS Judy L. Williams ADMIN X544 


Personnel Management 


The Personnel Management Report is one of the most flexible reports in One-Write 
Plus. You can create customized reports that sort and analyze the information 
stored on Payroll’s Employee Cards according to your specific needs. 


You can choose to include all your employees, or specify a selected range of 
employees based on such criteria as Employee ID, department, or date of hire. You 
can select just those employees who are salary or hourly. 


When it is time for your company’s salary reviews, you can print a report by each 
department for any pay rate (hourly or salary) to review current salaries. If your 
company wants to recognize employees who have been with the manufacturing 
department for 10 years, enter your code for the manufacturing department as a 
beginning and ending department range. Enter a date 10 years prior to the current 
date as the date of hire. By entering any combination or range of selection criteria, 
One-Write Plus prints exactly the report you need. 
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To print the Personnel Management Report, perform the following steps, and 
press Enter or click on the next field after each entry or selection. 


li 


2. 


Choose Reports/Payroll/Personnel Management. 


Accept the report title or type in a different title, which will print on the report 
under the company name. 


Select whether to include all employees on the report, or a range of employees. 
If you select a range, enter a beginning range on the From line, and an ending 
range on the To line. Your ranges can be by Employee ID, Department, Date of 
Hire, Date of Birth, Salary Account, Pay Rate, or Overtime Rate. Be sure the 
case (upper or lower) matches the way the information was originally entered 
in your system. 


Select whether you want the report to print for all employees, full-time 
employees, part-time employees, or subcontractors. 


Select whether to print all employees, salaried employees, or hourly 
employees. 


Select to print the report in order by Employee ID, employee department, date 
of hire, date of birth, pay rate, or by employee name. 


Choose Print | when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Personnel Managment Report: 


12/16/93 at 1:20PM The Kite Store PAGE 1 
PERSONNEL MANAGEMENT REPORT 


TYPE HIRED REGULAR PAY 


EMPLOYEE 
BASIS BIRTHDAY OVERTIME PAY 


Bennett Bros. Contractors 
HOURLY 


JOHNSON Edward J. Johnson FULL 03/18/78 
SALARY 05/23/59 


MILLER Leslie M. Miller PART 02/13/88 
HOURLY 05/12/68 


WILLIAMS Judy L. Williams FULL 01/12/91 


HOURLY 07/16/70 


FULL-TIME EMPLOYEES 

PART-TIME EMPLOYEES 

SUBCONTRACTORS 

HOURLY EMPLOYEES 

SALARY EMPLOYEES 

TOTAL HOURLY RATE 

TOTAL OVERTIME RATE 

TOTAL SALARY 32,000. 


Payroll Journal 


The Payroll Journal is a record of all the paychecks you have written, both 
manually and by computer. Print it on a regular basis, usually after each batch of 
checks to keep as your check register. 


To print the Payroll Journal, perform the following steps, and press Enter or click 
on the next field after each entry or selection. 


1. Choose Reports /Payroll/Payroll Journal. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether you want to show all periods’ transactions, transactions for the 
current period, or transactions for a range of dates. If you select a range, enter 
a beginning date on the From line, and an ending date on the To line. 


4. Select whether to include all employees on the report, or a range of employees. 
If you select a range, enter a beginning Employee ID, or Reference number/ 
Check Number on the From line, and an ending Employee ID, or Reference 
number/Check Number on the To line. Be sure the case (upper or lower) 
matches the way the information was originally entered in your system. 
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5. Select to print the report in the order in which transactions were entered, in 
order by check number, by date, or by Employee ID. 


6. Select whether you want to show General Ledger distributions, SuperTrack 
allocations, or skip distributions and allocations altogether. 


7. Select whether or not to show taxable wages on the report. 


8. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Payroll Journal Report: 


12/16/93 at 1:20PM The Kite Store PAGE 1 
PAYROLL JOURNAL 
12/09/93 TO 12/16/93 

DATE EMP. ID / SOC SEC NO REG HOURS REG WAGES OTHER PAY NET PAY 
CHECK # EMPLOYEE NAME O/T HOURS O/T WAGES GROSS PAY 
12/16/93 BENNETT / 22-3343999 40.00 600.00 0.00 600.00 
372 P Bennett Bros. Contractors 0.00 0.00 600.00 

6310 Outside services 600.00 
12/16/93 JOHNSON / 111-22-3333 40.00 615.38 0.00 446.31 
373 P Edward J. Johnson 0.00 0.00 615.38 

2200 - Federal witholding tax payable 75.86- 

2210 - FICA witholding tax payable 47.07 - 

2220 - State witholding taxes payable 30.77- 

2250 - Local witholding taxes payable 0.37- 

6000 - Salaries & Wages 615.38 

6230 - Insurance - Employee group 5.00- 
2 CHECKS: 0 VOID 1 FULL TIME 80.00 1,215.38 0.00 1,046.32 

1 SUB 0 PART TIME 0.00 0.00 1,.205).. 38 0.00 
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Payroll Analysis 


With the Payroll Analysis Report, you can sort and analyze just the information 
you want to see. You can include paychecks from the current period, just the 
unposted checks, or a range of checks. You can select a range of check dates, 
Employee IDs, departments, or G /L Accounts. This report will sort the 
information either by G/L account number or by Employee ID. 


Some examples of a Payroll Analysis Report include: 


Q A list of all your employees and their paycheck deductions in the last six 
months. 


Q A report on just one type of deduction. For example, if your company has a 
payroll account for United Way contributions deducted from paychecks, this 
report could list all employees who contributed this year, display each 
individual contribution, and show the total amount for this account. 


To print a Payroll Analysis Report, perform the following steps, and Press Enter or 
click on the next field after each entry or selection. 


1. Choose Reports/Payroll/Payroll Analysis. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether you want to show all transactions on the report, transactions 
for just the current period, or transactions for a range of dates. If you select this 
option, enter a beginning date on the From line, and an ending date on the To 
line. 


4. Select whether you want to include all employees on the report, or a range of 
employees. If you select a range, enter a beginning Employee ID, Department, 
or G/L Account on the From line, and an ending Employee ID, Department, 
or G/L Account on the To line. Be sure the case (upper or lower) matches the 
way the information was originally entered in your system. 


5. Select whether you want the report to print for all employees, full-time 
employees, part-time employees, or subcontractors. 


6. Select to print the report in order by G/L distribution account number, or by 
Employee ID. 
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7. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Payroll Analysis Report: 


The Kite Store 

12/16/93 at 1:20PM PAGE i: 

ATOM Se PAYROLL ANALYSIS REPORT e 
Checking Account 
12/01/93 TO 12/16/93 

EMPLOYEE ACCOUNT AMOUNT 

JOHNSON - Edward J. 2200 Federal withholding ta 286.92 cr 
2210 Social Security tax pa 107406 ex 
2212 Medicare tax payable 25.038. er 
2220 State withholding taxe 300.00 cr 
2250 Local withholding taxe 100.00 cr 
5000 Salaries - Sales 1, o26\ 93) ida 
5050 Commissions 400.00 dr 
6230 Insurance - Employee g 40.00 cr 

TOTAL FOR JOHNSON - Edward J. 867.92 

WILLIAMS - Judy L. 2100 Employee health ins pa 75.00 cr 
2200 Federal withholding ta 182.09 cr 
2210 Social Security tax pa 52). 70 ‘ex 
2212 Medicare tax payable 12.32) ex 
2220 State withholding taxe 25:00 er 
2250 Local withholding taxe 10:00 ‘er 
5000 Salaries - Sales 800.00 dr 
5050 Commissions 50.00 dr 

TOTAL FOR WILLIAMS - Judy L. 492.89 


a _| 
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Department Summary 


The Department Summary Report organizes and summarizes your Payroll 
information by department. It lists the total number of checks, regular hours, 
overtime hours, regular pay, overtime pay, other pay and gross payroll for each 
department you select. You can include all the checks in your current period, just 
the unposted checks, or just a range of checks. 


Use this report to review hours and/or gross pay figures to see if a particular 
department’s totals are within budget. The Department Summary Report also 
makes it easy to compare totals for a department from one period to another. 


To print a Department Summary Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports/Payroll/Department Summary. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether to include transactions for all periods on the report, 
transactions for just the current period, or transactions for a range of dates. If 
you select a range, enter a beginning date on the From line, and an ending date 
on the To line. 


4. Select whether to include all employees on the report, or a range of employees. 
If you select a range, enter a beginning Employee ID, Check Number, or 
Department on the From line, and an ending Employee ID, Check Number, or 
Department on the To line. Be sure the case (upper or lower) matches the way 
the information was originally entered in your system. 


5. Choose — Print ] when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 
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Following is a sample Payroll Department Summary Report: 


[127 al 


12/16/93 at 1:20PM The Kite Store Page 
PAYROLL DEPARTMENT SUMMARY 
For The Period 12/09/93 TO 12/16/93 


DEPT # CH REG HOURS O/T HOURS REG PAY O/T PAY OTHER PAY GROSS PAY 
Accounting 1 40.00 0.00 326.92 0.00 0.00 326.92 
Admin 1 40.00 3.50 400.00 52..50 250.00 702.50 
Shipping 1 25.00 0.00 206.25 0.00 0.00 206.25 
TOTALS 3, 105.00 3.50 933.17 52.50 250.00 1,235.67 


= 


Payroll Tax Tables 


The Payroll Tax Tables Report prints your current tax rates and wage limits for 
Social Security, Medicare, FUTA, SUTA, and each taxing authority that you have 
set up. One-Write Plus uses all of this information during the year to calculate 
withholding taxes. Print this report at any time to check the status of your tax 
information. 


To print a Tax Table Report, perform the following steps, and press Enter or click 
on the next field after each entry or selection. 


1. Choose Reports/Payroll/Tax Tables. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Payroll Tax Table Report: 


Feeweores at 1:20PM The Kite Store Page 1 
Tax Table Information 


Tax Control Information 


FEDERAL EMPLOYER ID 99-99999999 
STATE EMPLOYER ID 99999 
FICA RATES - EMPLOYEE SHARE 
SOCIAL SECURITY RATE 6.200% 
MEDICARE 1.450% 
FICA RATES - EMPLOYER SHARE 
SOCIAL SECURITY RATE 6.200% 
MEDICARE RATE 1.450% 
SOCIAL SECURITY 60,600.00 
MEDICARE WAGE LIMIT 9,999,999.99 
FEDERAL UNEMPLOYMENT TAX (FUTA) WAGE LIMIT 7,000.00 
STATE UNEMPLOYMENT TAX (SUTA) WAGE LIMIT 7,000.00 
L zal 
6a a ag aE tee eer 
Tax Liability Report 


The Tax Liability Report prints your total state, local, FICA, and federal 
withholding taxes deducted from your employees’ paychecks for any period you 
select. Use this report of your tax liability to help determine when to prepare your 
federal, state, and local tax deposits and how much the deposits should be. We 
suggest you print this report every time you record paychecks to make sure you 
make your payroll tax deposits on time. 


To print a Tax Liability Report, perform the following steps, and press Enter or 
click on the next field after each entry or selection. 


1. Choose Reports/Payroll /Tax Liability. 


2. Accept the report title or type ina different title, which will print on the report 
under the company name. 


3. Select whether to include transactions for all periods, transactions for just the 
current period, or transactions for a range of dates. If you select a range, enter 
a beginning date on the From line, and an ending date on the To line. 


4. Choose Pr when you have made your choices. 


The Print Options dialog box displays. 
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When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample Payroll Tax Liability Report: 


The Kite Store 
Payroll Tax Liability Report Page 
For The Period 12/09/93 TO 12/16/93 


12/16/93 at 1:20PM 


TOTAL WAGES, TIPS AND OTHER COMPENSATION 4,686.54 
WAGES SUBJECT TO FEDERAL TAX 4,436.54 
FEDERAL TAX WITHHELD 

WAGES SUBJECT TO SOC SEC TAX 4,436.54 
SOC SEC TAX WITHHELD 

EMPLOYER'S SHARE SOC SEC (6.200%) 

WAGES SUBJECT TO MEDICARE TAX 4,436.54 
MEDICARE TAX WITHHELD 

EMPLOYER’S SHARE MEDICARE (1.4503) 


TOTAL FEDERAL TAX LIABILITY 


WAGES SUBJECT TO STATE TAX 
STATE TAX WITHHELD 


STATE TAX LIABILITY 


SUBJECT TO LOCAL TAX 
TAX WITHHELD 


LOCAL TAX LIABILITY 


Quarterly 941 FICA 


The Quarterly 941 FICA is a three-part report which provides a summary of the 
taxes your company owes for a particular quarter. You can take the figures directly 
off this report to fill out your 941 Form. 


G1 Section I—Local and State Tax Liabilities. This section provides a monthly 
summary of local and state taxes withheld from employees’ checks. You will 
need this information to file your quarterly tax report with the federal 
government and with your state and local tax collector. If your state or city 
does not have an income tax, this section will print zeros. 


Q Section II—State Unemployment (SUTA) Taxable Wages: This section 
provides a summary by employee of state taxable wages earned. The report 
lists each employee's social security number, name, total wages, the total 
wages that are over the state limit, and the amount that is state or SUTA 
taxable. You will need this information when you prepare your quarterly tax 
report for the federal and local governments. 


Q Section ITA—Quarterly Hours Report: This section summarizes the regular, 
overtime, and total hours for each employee. This information is needed in 
some states to confirm eligibility for unemployment benefits. 


Section I[1I—Record of Federal Tax Liability. This section provides a summary 
of federal taxes owed. It is set up just like Federal Form 941, “Employer’s 
Quarterly Federal Tax Return.” You simply transfer the numbers directly to 
your quarterly tax form. 


This report also provides you with quarterly summary totals. Therefore, use the 
Payroll Quarterly 941 FICA Report information when it is time to file your 
quarterly tax report with the federal government, and the state and local 
governments. 


To print your Quarterly 941 FICA Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports/Payroll/ Quarterly 941 FICA. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select the quarter (1 - 4) for which transactions are to be reflected on the report. 


4. Choose Print when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following are the first and last pages of a sample Quarterly 941 FICA Report: 


12/16/93 at 1:20PM The Kite Store Page 1 
Quarterly 941 FICA Report 
FOR THE FOURTH QUARTER 
SECTION I 
LOCAL AND STATE TAX LIABILITIES 

LOCAL TAXES WITHHELD 

OCTOBER 35,316.92 

NOVEMBER 3,349.42 

DECEMBER 3,449.85 
TOTAL LOCAL LIABILITY 10,116.19 
STATE TAXES WITHHELD 

OCTOBER 4,170.89 

NOVEMBER 4,283.07 

DECEMBER 4,620 
TOTAL STATE LIABILITY 1B (OTA 20 
TOTAL LOCAL AND STATE LIABILITY 23,190.46 

=| 
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12/16/93 at 1:20PM The Kite Store 
QUARTERLY 941 FICA REPORT 


FOR THE FOURTH QUARTER 


SECTION III 
RECORD OF FEDERAL TAX LIABILITY 


2,088.68 
0.00 
0.00 
0.00 1,962.88 
0.00 0.00 
0.00 0.00 
0.00 

2,095.40 


2,004.48 
2,058.33 : 0.00 
0.00 ‘ 0.00 
0.00 ‘ 0.00 
0.00 2,009.76 0.00 
0.00 0.00 0.00 
0.00 0.00 
0.00 
1,949.26 


2,100.55 ‘ 1,916.29 
0.00 , 0.00 
0.00 0.00 
0.00 2.068.89 0.00 
0.00 0.00 0.00 
0.00 0.00 0.00 

2,097.38 0.00 0.00 

2,020.08 
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| 12/16/93 at 1:20PM The Kite Store PAGE 3 
QUARTERLY 941 FICA REPORT 


FOR THE FOURTH QUARTER 


QUARTER SUMMARY 


TOTAL WAGES, TIPS AND OTHER COMPENSATION 89,284.60 

FEDERAL INCOME TAX WITHHELD 11,851.63 

TOTAL SOCIAL SECURITY WAGES 89,284.60 

SOCIAL SECURITY TAX WITHHELD 5,535.65 

TOTAL MEDICARE WAGES 89,284.60 

MEDICARE TAX WITHHELD 1,294.63 
—s | 
NN 
Annual 940 FUTA 


The Annual 940 FUTA Report helps you calculate the figures for your Federal 
Form 940, “Employer’s Annual Federal Unemployment (FUTA) Tax Return.” The 
Annual 940 FUTA Report lists quarterly totals for your payroll, total payroll over 
the FUTA limit, and total wages subject to FUTA. It also shows yearly totals. You 
can print this report at any time during the year to help you calculate your FUTA 
liability. 


To print the Annual 940 FUTA Report, perform the following steps, and press 
Enter or click on the next field after each entry or selection. 


1. Choose Reports/Payroll/ Annual 940 FUTA. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Choose when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 
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Canadian Users 


Please reference the 


OWP Canadian manu- 
al for this information. 


Access the Help In- 
dex for a detailed dis- 
cussion of these 
special entries. 
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Following is a sample Annual 940 FUTA Report: 


The Kite Store 


RapEBLZS “at Asa Ee Annual 940 FUTA Report 


TOTAL OVER 
TOTAL PAYROLL FUTA LIMIT FUTA WAGES 


FIRST QUARTER 89,284.60 14,280.12 75,004.48 


SECOND QUARTER 92,132,24 59,145.48 32,986.76 


THIRD QUARTER 28,778.45 24,908.89 3,869.56 


FOURTH QUARTER 


210,195.29 98,334.49 111,860.80 


a ee 
W-2 Forms & Reports 


The federal government requires your company to file a W-2 form at the end of the 
year for every employee containing a record of the employee’s annual earnings 
and the total taxes withheld by the employer. If your company has more than 250 
full- or part-time employees, the government further requires that you submit 
your W-2 information on magnetic media. 


Note—If you need to start entering paychecks in the new year before you can print W-2s, 
see “Delaying the Printing of W-2s and 1099s” on page 107. 


One-Write Plus can generate the W-2 tax information in three different ways: 


Q Printing a W-2 Report on computer paper, for verifying the information before 
printing forms, or transferring the tax information by hand. 


Q Printing directly on preprinted computer forms for mailing to your 
employees, and to the Social Security Administration. 


Q Preparing a W-2 file in compliance with SSA file requirements for submitting 
via magnetic media. 


Before you go to print W-2 forms, you may need to make special entries on the 
Employee Cards if you want to indicate an employee falls into a special category, 
or if you want to print an amount for Allocated Tips, Nonqualified Plans, State, 
or Locality name. See Index Help for information on filling in these boxes. 


Once you have done the preliminary work for making special W-2 entries, you are 
ready to print your W-2s. 


You can print W-2s: 


on computer paper (for verification purposes) 
on preprinted forms 


NEBS offers a variety of preprinted forms for IRS reporting. (See the forms 
insert that came in your package.) One-Write Plus aligns employee 
information correctly in the boxes on the preprinted form. 


to a properly formatted diskette for magnetic media. 


It’s not a good idea to simply print and mail. You will need to check your W-2s for 


possible problems. 

___1. Print a W-2 Report to verify all your totals. 

___2. Make any necessary adjustments, and print the Report again to verify the 
adjustments. 

___ 3. Check your printer ribbon (or toner) and adjust the tension so that your 
forms don’t catch on the printer head. Use bottom feed if your printer 
allows it. 

___4. Print your W-2s on your preprinted computer forms or on computer 
paper. 

The W-3 totals will print after your last W-2 is printed. 

___5. Review all your printed W-2 forms. 

___ 6. Transfer the information by hand onto the W-2 forms if you are not using 
preprinted computer forms. 

___7. Transcribe the W-3 totals to a W-3 form. 

8. Prepare your magnetic media diskette, if applicable. 
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To print your W-2 forms, perform the following steps, and press Enter or click on 
the next field after each entry or selection. 


1. 
2. 


Choose Reports/Payroll/W-2 Forms & Reports. 


Accept the report title or type in a different title, which will print on the report 
under the company name. 


Select whether you want to print the W-2 Report, W-2 forms or prepare 
magnetic media. 


Select whether you want to include all employees, or a range of employees. If 
you select a range, enter a beginning Employee ID on the From line, and an 
ending Employee ID on the To line. Be sure the case (upper or lower) matches 
the way the information was originally entered in your system. 


For boxes 13, 14, 9, 10 and 12, One-Write Plus allows you to determine what 
amount will be entered. You can select to leave the box blank, to pull an amount 
from a specific withholding or Other Pay account, or to be prompted to enter an 
amount on each W-2 as it is prepared. You should consult your accountant for up- 
to-date advice on completing these boxes. 


5 


Select how One-Write Plus should handle Box 13: 
¢ None—if you want to leave it blank 


¢ Prompt—if you want to be asked to enter an amount for Box 13 on each 
W-2. 


If you select this option, One-Write Plus will print each W-2 form, 
informing you with a beep when it reaches Box 13. At that time, you must 
enter the amount to be printed on the employee’s W-2. 


¢ Account Number—if you want to print the total amount that was 
distributed to a particular General Ledger account for each employee. 


If you select this option, enter the account number to be used. The total 
withholding or Other Pay from the account will be printed in Box 13. 


There are three lines for entry in Box 13. 


If you select “Prompt” or “Account Number,” a pop-up displays prompting 
you to enter a federal plan code for Box 13. 


Enter the appropriate code. 
Follow Step 5 to specify input for Box 14. 


Enter any text you would like to print in Box 14. 


10. 


Follow Step 5 to specify input for Boxes 9, 10, and 12. 


If you select “Prompt” for Box 12, the default amount will come from the 
“Taxable Fringes” amount on the Year-To-Date Totals section of the Employee 
Card. 


when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


1. 


If you chose to print only a range of employees, you will receive a message 
reminding you that the totals that will print on your W-3 form will be the total 
of the range you selected and not the total for all employees. 


Press Esc to continue the printing. 


If you selected “Magnetic Media,” a pop-up displays. 


One-Write Plus Payroll THE KITE STORE 12/16/92 
R : 3 
rrr 


REPORT TYPE { JReport [ JSingle { Wouble { ILaser (JMagnetic Media 


SELECT EMPLOYEES [#1A11 Employees { IFron/To 


Type of Employment 
Establishment Reporting Plan Number, if any... 
Is Company outside United States 


BOX 8 BASIS Ce JNone { 3Prompt [ JAccount number... 
BOX 22 BASIS CaJNone [ 1Prompt [ JAccount number... 
BOX 23 BASIS [a JNone { IPrompt {£ JAccount number... 


REPORT TO [sJPrinter #1 [ IScreen 
[ File: Filename.... 


Enter A,M,X,H,Q orR 


F9 Date] F10_ Go 
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Remember, whether 
you fill the W-2’s out by 
hand or by computer, be 
sure to make corrections 
to all copies of the form. 
You must not separate 
the two forms of each 
page. The government 
requires you to submit 
complete pages, even if 
the page only contains a 
single W-2 form. 
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ee 


d. 


Supply the required information: 

Type of Employment—enter the appropriate code: 
A - Agriculture 

M - Military 

X - Railroad 

H - Household 

Q - Medicare Qualified Government Employment 
R - Regular (all others) 


Establishment Reporting Plan Number, if any— enter, if applicable, the 4- 
digit pre-assigned number to designate the location or type of business. 
Otherwise, enter blanks. 


Is Company outside United States?—Enter “Y” for Yes or “N” for No. 


Choose _ Print to continue printing. A message displays: 


Please label a blank formatted disk appropriately 
for Magnetic Media filing.Press ENTER when ready 
or ESC to cancel. 


Press Enter to continue. Another message displays: 


Please insert a blank formatted disk in Drive A 
or B. Press ENTER when ready or ESC to cancel. 


Press Enter to complete the process. 


If you are printing forms, Payroll guides you through the procedure to align 
an “X” in the “Void” check-box. (This will appear in Box 6 on the first W-2.) 
Follow the on-screen instructions. 


Payroll totals salary and withholding information for each employee and 
prints W-2 preprinted forms or a W-2 Wage and Tax Statement Information 
Report. 


To cancel or pause printing, press the Cancel Printing button. 


The last form printed provides the totals required for your W-3 form. Do not send 
this form. Instead, transfer the totals to an actual W-3 form. This W-3 form must be 
mailed with your W-2’s or with your magnetic media diskette. 


Note—if you are using either of the twin forms, 9859 or 12430, remember—there are two 
sets to this form. After printing one set of W-2s for all your employees, you will need to 
pass the second set through the printer. 


Following is a sample Payroll W-2 Form Report. 


The Kite Store 
12/31/93 1:20PM B 
iene at 20 Payroll W-2 Form Report amet 


EMPLOYER'S NAME THE KITE STORE 
123 MAIN STREET 
ANYTOWN, USA 55555 


EMPLOYER’S ID 99-99999999 
STATE ID 99999 


SOCIAL EMPLOYEE 
SECURITY # NAME/ADDRESS EMPLOYEE TAX INFORMATION 


111-222-3333 Edward J. Johnson WAGES /TIPS/OTHER 13,538.36 
345 Ledgewood Circle FED INC TAX 1,668.92 

Anytown, USA 55555 SOC SEC WAGES 13,538.36 

SOc SEC TAX 839.30 

STATE WAGES 13,538.36 

STATE INC TAX 676.94 

LOCAL WAGES 13,538.36 

LOCAL INC TAX 73.64 

MEDICARE WAGES 13,538.36 


MEDICARE TAX 196.24 


233-32-9302 Leslie M. Miller WAGES/TIPS/OTHER 1,526.00 
89 South Street FED INC TAX 146.65 

Anytown, USA 55555 soc SEC WAGES 1,526.00 

SOC SEC TAX 94.61 

STATE WAGES 1,526.00 

STATE INC TAX 76.30 

MEDICARE WAGES 1,526.00 


MEDICARE TAX 22343 


333-44-6677 Judy L. Williams WAGES/TIPS/OTHER 1,776.50 
943 Longview Blvd. FED INC TAX 248.42 

Anytown, USA 55555 SOC SEC WAGES 1,776.50 

SOC SEC TAX 110.14 

MEDICARE WAGES 1,776.50 


MEDICARE TAX 25.76 


TOTALS FOR FORM W-3 TOTAL WGS/TIPS/OTH 16,840.86 
TRANSMITTAL OF INCOME TOTAL FIT 2,063.99 
AND TAX STATEMENTS TOTAL SS WAGES 16,840.86 
FORMS ATTACHED 3 TOTAL SS TAX 1,044.05 

TOTAL STATE WAGES 15,064.36 


TOTAL STATE TAX 753.24 
TOTAL LOCAL WAGES 13,538.36 
TOTAL LOCAL TAX 73.64 
TOTAL MEDICARE WAGES 16,840.86 


TOTAL MEDICARE TAX 244.13 
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Access the Help In- 
dex and choose 
“Magnetic Media” 
for a detailed discus- 
sion. 
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If you select “Magnetic Media,” Payroll transfers the information to a file, 
W2REPORT.PRN, on your floppy disk. A “Magnetic Media Supplemental Report” 
prints to provide you a record of the totals submitted to the government. 
Following is a sample Magnetic Media Supplemental Report. 


ax Year: 
United States 


W-2 Magnetic Media Filing 
Supplemental Report 


THE KITE STORE 99-999999 
123 MAIN STREET 
ANYTOWN, USA 55555 99999 


I Record Sub-Total No. 
No. of W-2 Forms 
Soc Sec Wages 
Soc Sec Tips 
Wages, Tips, Other Comp 
Federal Tax Withheld 
Soc Sec Tax Withheld 
Advanced Earned Inc. 
Deferred Compensation 
Non Qualified Plans 
Medicare Wages 
Medicare Tax Withheld 
Dep Care Benefits 
Adj SS Wages and Tips 
Adj Medicare Wages 
Allocated Tips 


T Record Sub-Total No. 
No. of W-2 Forms 
Soc Sec Wages 
Soc Sec Tips 
Wages, Tips, Other Comp 
Federal Tax Withheld 
Soc Sec Tax Withheld 
Advanced Earned Inc. 
Deferred Compensation 
Non Qualified Plans 
Medicare Wages 
Medicare Tax Withheld 
Dep Care Benefits 
Adj SS Wages and Tips 
Adj Medicare Wages 
Allocated Tips 


This report provides you a record of the totals submitted to the government. Each 
“I Record” totals a group of 41 employees. The “T Record” provides the total for 
all employees. Keep this report on file for a record of your magnetic media filing. 


Check with your state 
tax authority or tax 
advisor to verify 
which states accept 
magnetic media. 


If you need to start 
entering paychecks 
in the new year be- 
fore you can print 
1099s, see“Delaying 
the Printing of W-2s 
and 1099s” on page 
107. 


a 


1099 Forms & Reports 


The federal government requires you to file a 1099 form, “Statement for Recipients 
of Miscellaneous Income,” for every non-employee, such as a subcontractor, who 
received compensation from your company during the year. If your company has 
more than 250 subcontracted employees, the government further requires that you 
submit your 1099 information via magnetic media. 


A number of states permit filing 1099s via magnetic media. The IRS will forward 
your tax information automatically to the following states: 


Alabama Towa New York 


Arizona Kansas North Carolina 


Arkansas Maine North Dakota 


California Massachusetts Oregon 


Delaware Minnesota South Carolina 


Tennessee 


Mississippi 


District of Columbia 


Georgia Missouri Wisconsin 


Hawaii Montana 
Idaho New Jersey 


Indiana New Mexico 


Printing 1099 forms 


Payroll generates 1099 information for every employee you designated with a 
type, “SUB,” on his or her Employee Card. 


1099 information can be generated in three different ways: 


Q Printing directly on preprinted computer forms for mailing to your 
employees, and to the IRS. 


The preprinted forms are the standard one-wide Form 1099 that is referred to 
as 1099 MISC. One-Write Plus aligns employee information correctly on the 
preprinted forms. 


Q Printing a 1099 Report for verifying the information before printing forms, or 
transferring the tax information by hand. 


Q Preparing a 1099 file in compliance with IRS file requirements for submitting 
via magnetic media. 
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You should verify your 
Tax ID information be- 
fore printing your 
1099's. See Setup/Tax 
Tables/Edit Payroll Tax 
Tables. 
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It is advisable to prepare your 1099s in the following order: 


1. Print a 1099 Report to first verify all your totals. 


2. Make any necessary adjustments. 


3. Check your printer ribbon (or toner) and adjust the tension so that your 


forms don’t catch on the printer head. Use bottom feed if your printer 
allows it. 


4, Print your 1099’s on preprinted computer forms (regular or laser), or on 


computer paper. 


Payroll will print the information required to fill in Form 1096 after the last 
1099 is printed. 


5. Review all your printed 1099 forms. 


6. Transfer the information by hand onto 1099 forms, if you are not using 


preprinted computer forms. 


7. Transcribe the 1096 totals to a 1096 form. 


8. Prepare your magnetic media diskette, if applicable. 


To print your 1099 forms, perform the following steps, and press Enter or click on 
the next field after each entry or selection. 


1. 


2. 


Reports/Payroll/1099 Forms & Reports. 


Accept the report title or type in a different title, which will print on the report 
under the company name. 


Select whether to print a 1099 Report, 1099 forms, or prepare 1099 magnetic 
media. 


It is recommended that you print a “Report” first to check your totals before 
printing your forms. 


Select whether you want to print all employees, or a range of employees. If you 
select a range, enter a beginning Employee ID on the From line, and an ending 
Employee ID on the To line. Be sure the case (upper or lower) matches the way 
the information was originally entered in your system. 


5. Accept the default Wage Limit, or enter another wage limit specified by the 
IRS or state. 


1099’s will not be printed for employees who earned wages below this limit. 


If you are printing 1099’s for employees in different states, there may be 
different wage limits. Make sure you have a 1099 printed for each employee 
with wages above the state limit. 


6. Choose _ when you have made your choices. 


The Print Options dialog box displays. 
When the Print Options dialog box displays, choose where you want your report 


to print. For more information refer to “Print Options Dialog Box” on page 206. 


1. If you chose to print only a range of employees, you will receive a message 
reminding you that the totals that will print on your 1096 form will be the total 
of the range you selected and not the total for all employees. 


Press Esc to continue the printing. 
2. If you selected “Magnetic Media,” a pop-up displays. 


One-Write Plus Payroll THE KITE STORE 12/16/92 


= PRINT 1099 FORMS 


SELECT IRS Transmitter Control Code 
Is State Filing Permitted 


Is Company outside United States. 
WAGE Are you running 1099’s to correct an error.... 


REPORT T 
[ IFile: Filename.... 


— 


Finelplr2 eait(rs ira [rs [ro [re ra TFS Date|F10 Gc 
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a. Supply the required information: 


e IRS Transmitter Control Code—enter, if applicable, the 5-character 
alphanumeric code assigned by the IRS. 


e Is State Filing Permitted?— enter “Y” for Yes or “N” for No. 
° Is Company outside United States?—enter “Y” for Yes or “N” for No. 


e Are you running 1099's to correct an error?—enter “Y” for Yes or “N” for No. 


to continue printing. A message displays: 


Please label a blank formatted disk appropriately 
for Magnetic Media filing.Press ENTER when ready 
or ESC to cancel. 


c. Press Enter to continue. Another message displays: 


Please insert a blank formatted disk in Drive A 
or B. Press ENTER when ready or ESC to cancel. 


d. Press Enter to complete the process. 
3. Ifyou are printing forms, Payroll will guide you through the procedure to 


align the forms in the printer. Follow the instructions on the screen. When the 
forms are aligned, a 1099 will be printed for each subcontractor. 


To cancel printing, press the Cancel Printing buttton. 


Remember, do not Payroll totals salary and withholding information for each subcontractor and 
separate any of the prints either 1099 preprinted forms or a 1099 report. Following is a sample of the 
forms from a page. Payroll 1099 Forms Report. 


The federal govern- 
ment requires you to 
submit complete 
pages, even if the 
page only contains a 
single, completed 
Form 1099. 
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The Kite Store 


12/12/93 at 1:20PM 
oc a Payroll 1099 Form Report 


PAYER'S NAME THE KITE STORE 
123 MAIN STREET 
ANYTOWN, USA 55555 


EMPLOYER’S ID 99-99999999 
STATE ID 99999 


SOCIAL RECIPIENT’S 
SECURITY # NAME/ADDRESS TAX INFORMATION 


222-33-3999 Bennett Bros. Contracting COMPENSATION 2,475.00 
77 West Street FED INC TAX 0.00 
Anytown, USA 55555 PRIZES /AWARDS 0.00 


222-33-4444 T 
Joseph Smith Bake ss 1,523.00 
91 West Horizon PRIZES / AWARDS 0.00 
Anytown, USA 12345 0.00 


TOTAL COMPENSATION 3,998.00 
TOTAL FED INC TAX 0.00 
TOTAL PRIZES/AWARDS 0.00 


TOTALS FOR FORM 1096 
TRANSMITTAL FORM 


After the last Form 1099 is printed, Payroll will advance the paper to the next page 
of forms and print the Form 1096 information required when you send in your 
1099 forms. Do not send the last form with the Form 1096 information printed on 
it. Instead, transfer the totals to an actual 1096 form (obtained at your local IRS 
office). This 1096 form must be mailed with your 1099's. 


If you select “Magnetic Media,” Payroll transfers the information to a file, 
IRSTAX.001, on your floppy disk. A “4804 Substitute Report” prints with the 1099 
totals submitted to the government. This report can be signed and submitted with 
your diskette in place of a 4804 form. 
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Following is a sample 4804 Substitute Report. 


1099-Misc Magnetic Media Filing 


4804 Substitute Report 


THE KITE STORE 
123 MAIN STREET 
ANYTOWN, USA 55555 


Transmitter Number: 
Type of files represented: 
Total number of Disks 


K Record Sub-Total No 


(7) Gross Wages 

(4) Federal Tax Withheld 
(3) Prizes /Awards 

(6) Med/Health Care Paymts 
(8) Substitute Payments 


K Record Sub-Total No 


Gross Wages 

Federal Tax Withheld 
Prizes/Awards 
Med/Health Care Paymts 
Substitute Payments 


F Record Sub-Total No. 
No. of 1099 Forms 


Gross Wages 

Federal Tax Withheld 
Prizes /Awards 
Med/Health Care Paymts 
Substitute Payments 


Tax Year: 1993 


United States 


1,600.00 
0.00 
40.00 
60.00 
50.00 


Arizona 


1,000.00 
0.00 
0.00 
250.00 
100.00 


2,600.00 
0.00 
40.00 
310.00 
150.00 


99-99999999 


“K Records” are created for each state that you have filed (via magnetic media) for. 
The “F Record” provides the totals for all employees. You can sign this report and 
send it with your diskette in place of the government 4804 report. Keep a copy of 
this report on file for a record of your magnetic media filing. 
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SuperTrack 
Reports 


SuperTrack card ti- 
tles appearing on the 
Reports Menu will 
reflect customized 
SuperTrack Titles. 


a a 


The SuperTrack reports can be printed from the Reports /SuperTrack Card menu: 


Reports 


Because SuperTrack is tailored specifically for your use and application, you will 
print reports for analysis, and future planning on a periodic basis, determined by 
the Model or Models you are using. You can generate four types of SuperTrack 
Reports: 


Q SuperTrack Card Report—includes the descriptive information (Lines 1 
through 5) contained on each SuperTrack Card on file. 


Q SuperTrack Card Analysis Report—includes all information (Lines 1 through 
11) contained on each SuperTrack Card. 


Q SuperTrack Activity Detail Report—shows individual transaction allocations 
by SuperTrack Card ID during the time period you define. 


Q SuperTrack Activity Summary Report—shows the totals (by group, if 
applicable, and a grand total) for expenses, income, and adjustments recorded 
on each SuperTrack Card. 


To print a SuperTrack Report, perform the following steps, and press Enter or click 
on the next field after each entry or selection: 


1. Choose Reports/Inventory #1, Job #2, or Other #3. 


2. Accept the report title or type in a different title, which will print on the report 
under the company name. 


3. Select whether you want to print a Card , an Analysis, an Activity Detail or an 
Activity Summary report. 


4. For an Activity Report, select whether you want to print SuperTrack 
transactions for all periods, for just the current period, or transactions for a 
range of dates. If you select a range, enter a beginning date on the From line, 
and an ending date on the To line. 


5. Foran Activity Report, select whether or not you want the memo line from the 
SuperTrack Cards to print on the report. 
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The names of the fields 
displayed on your screen 
will depend on your card 


type. 
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6. Select whether you want all SuperTrack card information to print on the 
report, or a range of SuperTrack card information. If you select a range, enter 
a beginning Item Code, Item Name, Category, or Units on the From line, and 
an ending Item Code, Item Name, Category, or Units on the To line. Be sure 
the case (upper or lower) matches the way the information was originally 
entered in your system. 


7. You can further narrow the selection for cards appearing on the report by 
choosing ): 


N/A —apply no conditions 


Total Purchases is more than or equal to the Total Sales for Inventory 
Cards; Cost Actual is more than or equal to the Income Actual for Job 
Cards. 


Total Purchases is less than or equal to the Total Sales for Inventory Cards; 
Cost Actual is less than or equal to the Income Actual for Job Cards. 


Quantity on Hand is more than or equal to the Quantity Reorder for 
Inventory Cards; Hours Actual is more than or equal to the Hours Budget 
for Job Cards. 


Quantity on Hand is less than or equal to the Quantity Reorder for 
Inventory Cards; Hours Actual is less than or equal to the Hours Budget 
for Job Cards. 


8. Choose Print when you have made your choices. 


The Print Options dialog box displays. 


When the Print Options dialog box displays, choose where you want your report 
to print. For more information refer to “Print Options Dialog Box” on page 206. 


Following is a sample SuperTrack Card Analysis Report: 


12/16/93 at 1:20PM The Kite Store Page 
Inventory Card Analysis 


ITEM CODE DESCRIPTION UNIT COST SELL PRICE REORDER PT 
PURCHASES SALES 


Blue Paper Kites 
Cleary Distrb. 


BOXKITE Box Kite Kit 
Each Hobbies, Inc. 


DRGNKITE Dragon Kite - Large 
Each Far East Imports 


SILKGREN Silk/Lime Green 45" 
Each Fabric Outletters 


TOTALS INVENTORY CARDS ON FILE 
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About Help 


Chapter 7: Help 


The Help section provides information on the following subjects: 
The kinds of help available in One-Write Plus 

The topics covered in the Help Index 

How to access a glossary of accounting and computer terms 
An overview of the One-Write Plus tutorial 

A checklist of tasks for setting up your accounting system 


oococda 


Information on registering, getting technical support and ordering upgrades, 
computer forms and other software products and utilities 


a rE eee eee eee cree eeee ee eee cc A EE 


One-Write Plus has an extensive on-line Help system which you can access from 
any place in the program. One-Write Plus provides four types of on-line Help: 


General Help 


General Help is context-sensitive. Context-sensitive means that additional 
information about the specific field you are on is available with a press of a button. 
Every field on every screen provides General Help information. General Help will 
explain the entry options available for the field and any additional information 
that will guide you to make the entry that is correct for your way of doing business. 


Expert Help 


Expert Help is available on certain fields where you may need more in-depth 
information in order to choose the option or fill in a field in the manner that is best 
for you. An Expert button will appear on the Help pop-up screen when Expert 
Help is available for a field. Expert Help can only be accessed from the General 
Help pop-up screen. 


Information Line 
An Information Line appears at the bottom of each screen and changes as you 


move from field to field. The Information Line Help prompts you for the entry or 
action needed for the field you are on. 
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Help 
Index 
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Index Help 


Index Help is broad in its scope and not field specific, but provides more 
information about an entire process or consideration. Access Index Help at any 
time from the General Help pop-up screen or by selecting Help/Help Index from 
the menu bar. 


You can access Help in the following ways: 
LI Type Alt-H 


L} Click on 


1 Press F1 
QO Select Help/Help Index 


Choose the topic you want to get Help on and press Enter. 


Following is a sample Help screen: 


‘ha 


Choose the type of accounting you will be using: 


< HELP > 


Cash-basis 
Accrual-basis 


Cash-Basis means income is recognized when cash is received 
for services or products sold. Expenses are recognized when 
cash is paid for services or products purchased. If you 
select cash-basis accounting, you camot track customer 


Choose this button to Choose this button for 
access the Help Index. Expert Help. 


Help Index provides access to additional Help information ona variety of subjects. 
Recommendations are outlined for the best possible use of One-Write Plus, more 
detailed information on a process is provided, and options and examples are 
given. 


Select Help /Help Index from the menu bar to display the Help Index, or press the 
Index button on any General Help pop-up display screen. 


Glossary 
of Terms 


Tutorial 


Startup 
Checklist 


One-Write Plus provides an on-line glossary of accounting and computer terms. 
Select Help /Glossary of Terms to display the list. Use the scroll bars to scroll 
through the list to find the term you need. 


Cen eee eee 


Learn the basics in One-Write Plus using the audio cassette tutorial included with 
your program. The tutorial cassette leaves your hands free to follow the step-by- 
step instructions for performing daily accounting tasks: 


Q Writing checks 

Q Receiving cash 

Q Recording sales 

Q Recording purchases 
) Printing reports 


A database of fictional customers and vendors is already set up in your software, 
so you can learn about entering transactions and printing reports without using 
your own live data. Within 30 minutes you will know enough about One-Write 
Plus to begin recording your own accounting transactions. 


We recommend you take the time to review the lessons outlined in the tutorial to 
start you off using One-Write Plus like a pro. If you did not elect to install the 
Tutorial during your initial installation, you can re-install One-Write Plus and 
choose to install it at this time. 


(i rg a a a 


The following list covers the steps you should follow to set up your company files. 
It is important that you do them in sequence. If you use the following checklist as 
a guideline, you will have covered everything without missing a step. 


1. Plan your setup. 


2. Create files for your new company by performing File/Company. One- 
Write Plus will automatically take you through the screens to establish 
your company name and address, set up your accounting periods, choose 
a chart of accounts, and define your bank accounts. 


3. Tailor One-Write Plus for your business by setting options through Setup/ 
Company /Preferences. 


4. Print your Chart of Accounts. 
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Calculator 
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Customize your Chart of Accounts to fit your needs. 

Set up control accounts through Setup /Company /Control Accounts. 
Set up your sales tax tables through Setup/Tax Tables. 

Set up your payroll tax tables through Setup/Tax Tables. 


If yours is a Canadian business, set up your GST tax through Setup/ 
Company /Preferences/GST Tax. 


. Enter information about your vendors, customers, and employees 


through Setup /Company/List Items. 


. Enter beginning account balances from your previous bookkeeping 


system through Setup /Company/Beginning Balances. 


. Set up general system options through Setup/System. 
. Set up your printers through Setup /Printer. 


. Set up SuperTrack Cards to track inventory, job costs, commissions due, 


etc. 


. Customize your forms through Setup/Printable Forms. 


. Make a backup copy of your files. 


Once you have completed this checklist, you will be ready to enjoy all the benefits 
of computerized bookkeeping with One-Write Plus. 


A calculator is available on all data entry screens for you to perform quick 
computations and paste in calculated values. 


To use the calculator, perform the following steps: 


1. Go to any data entry screen. If you want to paste in the calculated value, 
position the cursor in the field where you want the value to appear. 


2. Press F3. 


The calculator pops up on the screen. 


Order 
Forms 


3. Use these special character keys: 


plus sign (+) to add 
minus sign (-) to subtract 
asterisk (*) to multiply 
slash (/) to divide 

equal sign (=) to total 


4. Use these letter keys: 


C—to clear an entire transaction 

E—to clear the current entry 

M—to store a number in the calculator’s memory 

R—to recall the number stored in the memory 

RR—to clear the memory 

SGN—to change the sign of a number between positive and negative 
RET—to clear the calculator and return to the entry screen 


5. Press Enter to paste your calculated value into your current cursor position. 


ra IE EE 


When you're ready to order your forms for One-Write Plus, NEBS Software offers 
a full line of standard and customized forms. We can custom print virtually any 
form you select from our catalog. We'll work with you to customize a column 
heading or design a brand new form, and if you're not 100% satisfied, simply 
return your purchase for a 100% refund. 


Select Help/Order Forms to print a NEBS order form. 


For fast service, fill out the form and fax your order at any time to NEBS at: 
1-800-234-4324 (U.S.); 1-800-461-3325 (Canada) 


Mail your completed form to: 


NEBS, Inc., NEBS Business Forms Ltd. 
500 Main Street 330 Cranston Crescent 
Groton, MA 01471 Midland, ON L4R 4V9 


Include your payment with your order and we'll pay postage. Your 
personal or business check is always welcome. VISA®, MasterCard® or 
American Express® accepted, but only in the U.S. 


For more information or help with your order call: 


US—1-800-882-5254—Mon.—Fri. 7 a.m. to 10 p.m, Sat. 9 a.m. to 2 p.m, EST 


Canada—1-800-461-7572 Mon.—Fri. 8:00 a.m. to 8:30 p.m. ET 


Order Forms 301 


302 


User 
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User Information gives you information on how to order your computer forms and 
One-Write Plus upgrades, how to get technical support, and what other NEBS 
Software products and utilities are available. 


Computer Forms 


NEBS computer forms have been custom designed and developed by the same 
people who wrote One-Write Plus. That means that your NEBS forms match your 
One-Write Plus software perfectly, and print out right every time or your money 
back. 


NEBS offers a complete selection of checks, invoices, statements, labels, letterhead, 
envelopes, receipt forms, and more! All guaranteed 100% compatible with One- 
Write Plus, and all imprinted products shipped in 48 hours. (See the brochure 
enclosed in your software for details.) 


NEBS has been manufacturing checks for over 40 years and has always maintained 
the highest quality to ensure our checks exceed all bank requirements and 
regulations. NEBS forms have been designed after listening carefully to business 
people just like you about what they like and dislike about forms. Each design was 
created to project a unique, cost-effective way for you to promote your business 
image. 


NEBS, an environmentally conscientious company, prints its forms on high- 
quality, recycled carbonless paper. In addition, we offer three distinct styles of 
forms: Classic, Forms Plus, and Progressive (not all are available in Canada), all 
compatible for laser, inkjet, and dot-matrix printers. Being aware of small business 
needs, all products are available in low order quantities. 


See Setup/Printable Forms earlier in this manual for a description and part 
numbers for our forms. 


TO ORDER OR RECEIVE MORE INFORMATION 
By Phone: Dial Toll-Free 1-800-882-5254 Monday - Friday 8AM - 5:30PM EST. 
(in Canada—1-800-461-7572 Monday - Friday 8 AM - 8:30 PM) 


By Mail: Select menu option #3 (Print Order Form) and we will print an Order 
Form for you. If available, send a printed sample of the item you're ordering, to 
speed up your order and verify your imprint. 


Technical support 
hours are subject to 
change. 


By FAX: You may send orders by FAX— 24 hours a day, 7 days a week. Fill out the 
Order Form carefully and FAX Toll-Free, 800-234-4324. 


Most orders will be processed and shipped within 6 working days. 


Annual Upgrades 


NEBS Software is continually reviewing and updating the One-Write Plus product 
line, especially as we receive ideas and suggestions customers like you. Product 
upgrades give you new features and benefits designed to make your software 
more powerful, more comprehensive, and effortless. 


To verify that you have the latest version of One-Write Plus, call our Sales 
Department at 1-800-882-5254. 


If you have suggestions for future enhancements to the product, write to: 


NEBS Software 

One-Write Plus Product Management 
20 Industrial Park Drive 

Nashua, NH 03062 


Technical Support 


If you need Technical Support, your call will be answered by a team of One-Write 
Plus professionals who know the software, and understand accounting and the 
small business environment. 


As a One-Write Plus user, you are entitled to 30 days (starting from the date of 
your first call) of FREE technical support. Call 1-(603)-880-6200 between 9 a.m. and 
6 p.m. (EST) Monday - Friday, except Wednesdays when the hours are 11 a.m. to 
6 p.m. (EST). Technical Support is closed on holidays. 


Canadian One-Write Plus users are entitled to 30 days FREE technical support. 
Call 1-800-463-4623 between 8:00 a.m. and 5:00 p.m (EST), Monday —Friday. 
Technical support is closed on holidays. 
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Not available for 
Canadian users. 


NEBS reserves the 
right to change 
hours, prices, and 
service policies. 
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If you encounter a problem, before you call support, try finding a resolution by: 


Oo 


Q) 


Q 
Q 


Reading Help—Expert Help and Index Help provide examples and detailed 
explanations of options and procedures. 


Check the User Manual—your manual outlines entry steps, options, and 
cautions. 


Check your software set up. 


Check hardware connections. 


When you call for technical support, if at all possible, please be at your computer 
and have your User Manual handy. It is helpful to our support staff to also know 
the following information about your system: 


Oo 


coocea 


Computer make and model 

Free disk space 

Available RAM 

Version of DOS 

Version of Windows (if applicable) 

Any memory-resident TSR programs you may have installed 


After your 30 days of free support expires, you may select one of the following 
options: 


One-Write Plus Premier Plans 


a 


Gold Membership—includes the following benefits, for only $199.95 per year: 


VALUE 
Unlimited Priority Toll-Free Technical Support $120.00+ 
FREE updates 19.95 
FREE annual One-Write Plus upgrade 49.95 
FREE payroll year-end upgrade/update 39.95 
FREE Payroll Tax Table Service 69.95 
Audio Cassette Training Tapes 49.95 
Discounts on other products and services 
Total Value $349.75+ 


Not available for Q Silver Membership—includes the following benefits, for only $139.95 per year: 
Canadian users. 


VALUE 
Unlimited Priority Toll-Free Technical Support $120.00+ 
FREE updates 19.95 
Discounts on annual One-Write Plus upgrades 20.00 
Audio Cassette Training Tapes 49.95 
Discounts on other products and services 
Total Value $209.90+ 


A la Carte/900# Technical Support 


Canadian Users 


The Gold and Silver i . 3 
Memberships are not | 4 1-603-880-6200 and have your support billed directly to your credit card. The 
available to Canadian cost of this service is $20.00 for the first 15 minutes; then $1.50 per minute after 
users nor is the 900#. that. 

For complete details 

on the Canadian tech- | QQ 1-900-226-7770 and have your support charged directly to your phone bill. The 
nical support plans, cost of this service is $2.00 per minute (the first minute is free). 

call 1-800-463-4623. 


For those who prefer a “pay-as-you-go” plan, you may call the following numbers: 
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One-Write Plus On-Line Support Forum 


The One-Write Plus Forum on CompuServe® provides technical support 24 hours 
a day, 7 days a week. CompuServe is one of the largest personal information 
services. Its 1.5 million subscribers are in touch with other members around the 
world exchanging professional and personal information. 
Through the One-Write Plus Forum, CompuServe subscribers are able to: 

¢ Share knowledge of One-Write Plus with others 

e Ask questions, offer solutions and suggest enhancements 

¢ Get current information on services, products, and upgrades 

¢ Download demos, special utilities, and file updates 

¢ Get fast technical support from our professional support staff 
The Forum is constantly monitored by our staff to provide answers to questions on | 
an on-going basis. Commonly-asked questions remain a permanent part of the 


Forum, as well as undocumented enhancements and work-arounds for common 
problems. 


If you're already a member of CompuServe, you can reach the One-Write Plus 
Forum by simply logging on and typing “GO NEBSOWP” at the “!” prompt. To 
leave a message for a Senior One-Write Plus Technical Support Representative, use 
the ID 72662, 242. 


If you're not a member of CompuServe, call a CompuServe representative now at 
1-800-848-8199 and ask for representative #508 for a free introductory 
membership, which includes: 


¢ A$15 usage credit 
¢ A personal user ID number and password 


¢ Acomplimentary subscription to CompuServe Magazine 


Other 
NEBS 
Software 


a 


Qualified Installers 


One-Write Plus Qualified Installers are professional business people with the 
expertise to provide installation, training, and on-going technical support. 
Certified by NEBS Software, Qualified Installers provide many benefits such as 
assessing your particular accounting needs, implementing One-Write Plus to fit 
your business, on-site support, and more. 


Qualified Installers are independent business people and are not employees or 
agents of NEBS Software, Inc. To obtain more information about Qualified 
Installers in your area, call 1-800-388-4344 (U.S.) or 1-800-463-4623 (Canada). 


a 


One-Write Plus is only one of many software packages offered by NEBS. Each of 
our products is designed to be easy to use, affordable and 100% compatible with 
NEBS forms. 


Other NEBS software products written especially for small businesses include: 


NEBS Billing Software prepares and prints accurate, detailed invoices and 
statements in minutes. It easily tracks all customer activity, including payments, 
credits, and early payment discounts. It puts you in control of your financial 
activity with a variety of detailed reports at the touch of a key. 


NEBS CheckWriter Software prepares and prints checks and deposits and makes 
reconciling your bank account a breeze. It’s easy to use and lets you know how 
much money’s you've spent and where. The variety of reports lets you format and 
print just the financial information you need to better control your cash flow. 


FastPak Mail prints labels, post cards, notices, letters, envelopes, and more. You 
can avoid waste and eliminate duplicate customer records, sort by zip code, 
prepare bulk mailings, and take advantage of the lowest possible postage rates. It 
even prints postal bar-codes. 
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NEBS Form Filling Software fills in, saves, and prints NEBS professional looking 
forms of all types. Your customer and product databases are automatically created 
as you work. Automatic calculations ensures accuracy, and the comprehensive 
reports provide full control. Choose from one or more of the following NEBS Form 
Filling products: 


NEBS Form Filling for Invoice 

NEBS Form Filling for Statements 

NEBS Form Filling for Proposals 

NEBS Form Filling for Contractors (includes 6 different contractor forms) 
NEBS Form Filling for Purchase Orders and Sales Orders 

NEBS Tax Form Filling Software 

NEBS Form Filling for Mailers 

NEBS Form Filling for Checks 


Ooccococpede 


oO 


If you would like additional information on any of these products or their 
compatible forms, please contact us toll free at 800-225-5254 (in Canada—800-461- 
7572). Our dedicated software sales staff will be happy to assist you. 


‘ead this section before 


nstalling One-Write Plus 


‘ersion 4, 


New 
Features 


Appendix 1: 
Upgrading from Previous 
Versions 


Welcome to Version 4! 


One-Write Plus now has a completely new look and feel, as well as several 
enhancements you'll be very pleased with. In this section, we'll try to give youa 
sense of what’s new with One-Write Plus 4.0 as well as some guidance for the 
smoothest possible transition. 


a 


You'll notice a big difference the first time you start up One-Write Plus. Screens 
have acontemporary design, and you'll navigate through them with much greater 
ease: 


OQ Pull-down menus have replaced the stacking module-based menus, affording 
accessibility to all One-Write Plus functions from a single menu screen. 


Following is the One-Write Plus menu screen. The Entries menu is selected. 


File Lists GSS Reports Setup Help SCC 


rite Checks | 
Bills to Pay — 


Receive Credits 


electing a title on 
the menu bar “pulls 
down” a menu. 


Record Receipts 
Invoice Custoners 
Enter Sales 
Issue Credits 
Finance Charges 


This symbol 
indicates a submenu. 


Budgeting 
Memorized Transactions > 


Write a manual check or direct disbursement. 
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You'll notice many more functions can be selected directly from the One-Write 
Plus menu screen. For example, technical support tools such On-Line Audit can be 
accessed from the File menu, and Tax Tables/Payroll Tax Tables is a selection on 
the Setup menu. 


Q With your mouse, you can scroll through lists, make selections, navigate 
directly to entry fields, and click on a variety of “buttons” to activate functions 
within One-Write Plus. (Alt-key combinations and function keys are available 
as well.) 


Note—In version 4.0. Alt-key combinations have replaced most Shift/Function key com- 
binations, and macro functionality could not be maintained. If the loss of macros is a 
problem for your business, call Customer Service for information regarding this feature. 


The following entry screen illustrates the new navigational features: 


The Kite Store Record | lfrel ee ~~ 06715/93—— 


ee eee Button Bar 


ree) 

ee ee 
ansing Main Street CT | i el IS 

Customer ID: TURD Salesperson: JMM  Undeposited JMM 


Scroll Bar 


imiciocited cau cash 


Date Type Received from Description Receipts Amount 

66/15/93 S Hobbies & More Ord 9323 103 $ 760 .00 
8932 Jefferson Place 
Anytown, USA 55555 


Retain this receipt for your records. Signature————t- 
eisai a nae 
Bank Ba > 


< Memorize > < Apply to Bills > < Distribute > 
Enter the Customer ID. ALT-L = Customer List. 


lick on these 
<functions> to 
activate them. 


< SuperTrack > 


a 


Help 


The on-line help sys 


tem has been greatly expanded: 


Context-sensitive help is accessed on all fields by clicking on 
the Help button or pressing F1. You'll find Help provides 
comprehensive explanations and practical examples. 


In addition, we have made a great effort to identify fields 
where the user might require more in-depth information. In 
these cases an Expert button on the Help screen can be 
activated. 


A Help Index lists Help topics not tied to specific fields. You 
can click on the Index button on any Help screen or select 
“Help Index” from the Help Menu. 


Following is a sample Help screen: 


Cal 


Choose the type 


recognized unti 


enabled. You wi 
at any time. 


< HELP > 


of accounting you will be using: 


Cash Basis means that no income is recognized until cash is 
received for services or products sold. No expenses are 


1 cash is paid for services or products 


purchased. Using cash basis, tracking customer receivables 
is restricted, and tracking vendor information is not 


11 be allowed to change to accrual accounting 


At the same time, the User’s Reference Guide has been streamlined for greater ease 
of use. The Help system and the User’s Guide work together to provide the 
guidance needed to work with One-Write Plus. 


In addition, the audio cassette tutorial that came with your software guides you 
through the basics of One-Write Plus 4.0, and more in-depth audio lessons are 


provided free when 


you order one of our Premier membership plans. 
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Setup 


In version 4.0, the modules that you knew so well in 3.0—Master, Accounts 
Payable, Accounts Receivable, and Payroll—have been integrated into a single 
system. 4.0 has no more modularization. All the functionality is available to the 
user from one menu screen. 


The integration of the modules also avoids the need to set up different sets of 
cards—Customer and Vendor Cards that you set up are recognized throughout 
the system. 


In addition, the number of General ledger accounts and sales tax tables have been 
increased, and One-Write Plus now supports up to 15 cash control accounts 
throughout, not just for cash based systems. 


Setup in 4.0 is greatly consolidated—all the setup tasks—company, printer, forms, 


tax tables, and system—can be accessed from one menu—the Setup Menu, with its 
five submenus. 


Preferences 


List Items 
Beginning Balances 
Control Accounts 


You'll find some other differences in 4.0 setup: 


Q1 Accounting Basis—During company setup the user will specify, among many 
preferences, whether they are running a cash-basis or an accrual-basis system. 
If the user defines a cash-basis system, One-Write Plus will know to turn off 
the features that track payables and receivables. 


Q Bank Reconciliation—Another option that can be controlled in Company 
Setup is Bank Reconciliation. Selecting “No” would allow the user to compress 
temporary customer and vendor cards with unreconciled transaction items. 


O Forms—When you go into Setup/Printable Forms, you will notice that the 
form names look different from those in 3.0. During conversion, One-Write 
Plus will recognize the form used, and make the appropriate selection for the 
user. 


Every time One-Write Plus accesses a selection that references forms, the 
actual form model will display for you to verify. 


Only the Master Custom check will not be supported in 4.0. As an interim 
solution, you can select Form 9261. This setup will print a clear check for you 
(but not a clear remittance stub). 


If you are using forms other than those listed and need assistance selecting the 
appropriate form, call 1-800-882-5254 (in Canada—1-800-461-7572). 
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P for Pending Check 
doesn’t exist in 4.0. 
Checks are either D or 
M type, and only the M 
type changes to C after 


printing. 


314 


Appendices 


a eet 
Transactions 


In One-Write Plus 4.0, all transaction entry screens (vendor, customer, banking, 
payroll, and general journal) are accessed through the Entries Menu. Data file 
management tasks such as backup, import, and compress files are accessed from 
the File menu. 


Following is a description of certain changes that you'll encounter when you start 
working in 4.0: 


| 


Transaction Types—Every transaction has a transaction type which defines 
how the system will handle it. The cash-basis user should be aware that there 
is a transaction “Type” field in both Write Checks and Record Receipts. These 
types are carefully explained throughout this manual. 


Manual Check (M type) has a different concept in 4.0. It refers to a check 
transaction (handwritten or computer-printed) that is applied against a 
previously recorded invoice. Cash-basis users will record direct 
disbursements (D type), not manual checks, when entering their vendor 
transactions. 


Master Module check transactions will be converted to D type, and receipt 
transactions will be converted to S type in version 4.0. 


Editing and Voiding Transactions—In version 4, when you edit or void a 
transaction from a previous period, the change is reflected in the period of the 
current working date. This differs from version 3 which marked the 
adjustment in the period of the original transaction. If you want the change to 
affect the previous period, change the working date (File/Set Date) before 
performing the edit or delete function. 


Automatic Posting—Purchase, check, sales, and receipt transactions are now 
automatically posted upon saving. (We refer to this as “Updating the General 
Ledger” in the documentation.) This avoids an extra step for the user. Invoices, 
however, are not posted until printed, and General Journal entries are still 
posted in a separate procedure. 


Month-end—Month-end processing has been eliminated in version 4.0. 
Instead, “Compress Files” can be selected directly from the File Menu. This 
procedure allows the user to selectively compress temporary cards, remove 
transaction detail, and clear SuperTrack quantities as of a specified cutoff date. 
The user can then re-use the record space and recover DOS disk space. 


Here’s a look at the Compress Files screen. 


Recurring transactions 
will be converted as 
memorized transac- 
tions in version 4. 


The Kite Store 


Temporary List Items 

C] Vendors 

O Customers 

O SuperTrack Card 1 

O SuperTrack Card 2 

O SuperTrack Card 3 
Clear Totals & Quantities 
O SuperTrack Card 1 
O SuperTrack Card 2 
O SuperTrack Card 3 


Compress Files 


Transact ions Cutoff Date 
0 Vendor Checks, Purchases & Credits 06/30/93 
O Customer Receipts, Sales & Credits 06/30/93 
OD Customer Balance Forward Transaction Detail 06/30/93 
O Customer Invoices 06/30/93 
DD SuperTrack Card 1 Details 66/30/93 
O SuperTrack Card 2 Details 6/30/93 
O SuperTrack Card 3 Details 06/30/93 
O General Ledger History 66/30/93 
O General Journal 06/30/93 


< Help > < Cancel > < Save > 
Removes all temporary Vendor Cards with a zero balance. 


Memorized Transactions—Memorized transactions have replaced the 
recurring transactions of version 3.0. Entering “Memorize” on the transaction 
line of a check, sales, or journal entry transaction gives the transaction a 
recurring status. 


Anew menu selection brings up your memorized transactions for review 
before re-entering them, thus requiring a confirmation step to bring 
memorized transactions forward. (This contrasts with version 3.0, which re- 
entered recurring transactions automatically when month-end was 
processed.) 


Since memorized transactions are not tied to a month-end procedure, you can 
enter a recording date of your choice. You can also bring forward your 
memorized transactions on a schedule other than monthly. 


Bank Accounts—You can now set up as many as 15 different bank accounts 
for Receivables and Payables. One-Write Plus will ask you to specify which 
bank account you want to use when you are enter bank related transactions. 


A special 16th bank account is available for Undeposited Cash. When a receipt 
is recorded, the Undeposited Cash account is debited; then when a bank 
deposit is made, Undeposited Cash is credited, and the bank account is 
debited. In this way the bank balance, more realistically, reflects only funds 
that have been deposited. 


The use of the 16th bank account is optional, and when you convert from 3.0 
data, it is not automatically set up for you. See “Undeposited Cash Account” 
on page 321 for more information. 


Appendix 1: Upgrading from Previous Versions 315 


316 


Appendices 


“1 Bank Reconciliation 


This feature has also been enhanced. 


etup Items allows 


The Kite Store Reconcile ‘Bank Account 06/15/93 you to enter 
Clear Individual Transactions ; 
« Checking account » transactions for 
Date Type Reference Issued To / Deposit Amount reconciliation 
Gold Star Trucking & Frei | 525.08 purposes that won't 
Williams Discount Hobby 7 affect your G JL. 


Adj. Statement Bal. 
General Ledger Bal. 


© Cleared Deposits 9.00 
0 Cleared Checks . 0.60 


Difference Reconciliation now 


balances to your 


Ending Statement Bal. 0.00+ 


0 Uncleared Deposits 6.60 Current Balance 
2 Uncleared Checks 788.00 G/L as well as to 
Adjusted Statement Bal. Difference your bank 
< Help > < Cancel > < Hold > < Print > < Save > statement. 


Mark checks/deposits as cleared or uncleared. 


1) Reports 


In One-Write Plus 4.0, printing reports has been made a lot easier—all reports 
can be accessed through one menu, making it much easier to run multiple 
reports. In addition, if you print a report to the screen, you can send it to the 
printer without having to exit and reset your options. And One-Write Plus 
remembers your previous selections when you print the report the next time. 


The 
Upgrade 
Process 


Warning—Convert- 
ing without a backup 
may result in data loss. 


SE... ee 


Now that you are familiar with the new features in version 4.0, you are ready to 
install it. Please take care in following the instructions provided. Steps to take prior 
to installation as well as steps to take following conversion are detailed for you. 
They are designed to provide the smoothest possible transition to One-Write Plus 
version 4.0. 


Sn CE UU EEE EEE 


Step 1—Before Installation 


Before installing your upgrade, be sure that you have performed the following 
tasks. : 


| 


Print and post in all modules—Master (cash disbursements and cash receipts); 
Accounts Receivable (invoices, miscellaneous sales, cash receipts); Accounts 
Payable (checks / disbursements and purchases); Payroll (payroll checks). 


The conversion program will not be able to convert any unposted transactions 
with the exception of General Journal entries. If unposted items are 
encountered, an error will message will display, interrupting the conversion. 


Run an audit of your unposted items before installation. (See “Performing an 
audit of unposted items” in your version 3 Accounting User Guide.) 


Compress transaction files (optional) 


One-Write Plus conversion merges Master and A/R receipts, and Master and 
A/P checks. If these journal files are close to capacity, Master transactions will 
not be merged. 


Delete any cards in the Master Module that have duplicates in one of the other 
modules. 


One-Write Plus 4.0 conversion does not merge a Customer / Vendor Card from 
the Master Module and a duplicate card from one of the other modules, but it 
converts both cards. This may cause some duplicate cards in your system that 
will be difficult to delete later. 


Make two backups of all your existing data files for each company. After 
installation of the upgrade, your old data files will be converted to work with 
the new upgrade programs. If you should encounter any problems installing 
the upgrade, you will be able to restore your backup and reinstall. 


Check your current hard drive capacity. During installation, the upgrade 
programs will be copied onto your hard disk. Version 4.0 will require an 
additional 600k of disk space for program files, and each company’s data files 
will increase by approximately 20 percent. The installation program, however, 
will warn you if it doesn’t find enough free disk space for a successful 
installation. 
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If you are installing 
on a network, see the 


section “Server in- 


stallation” on page 


329. 
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OM Check your current hard drive capacity. During installation, the upgrade 
programs will be copied onto your hard disk. Version 4.0 will require an 
additional 600k of disk space for program files, and each company’s data files 
will increase by approximately 20 percent. The installation program, however, 
will warn you if it doesn’t find enough free disk space for a successful 
installation. 


OQ Load blank paper into your printer. The upgrade may print pertinent 
information regarding the conversion of your data. 


Step 2—Installation 


Installation of the version 4 upgrade is simple and straightforward. The 
installation program detects your previous One-Write Plus version plus any other 
One-Write Plus products that you currently have installed. When you specify to 
install in the same drive and path, One-Write Plus automatically upgrades all 
those products. 


Note —If you would like to work with One-Write Plus for a while before overwriting 
your previous version files, you can elect to install version 4 into a different directory 
from the one where your current files reside. Sample data for “The Kite Store” can be in- 
stalled along with the program files. Take some time to explore version 4 through The 
Kite Store; then, when you are comfortable with version 4, perform the installation a sec- 
ond time—into the same directory as your current files. 


After installation is complete, you will not need your program disks every time 
you use the program. Keep the original program disks in a safe place in case you 
ever need to reinstall One-Write Plus. 


To install One-Write Plus, perform the following steps: 
1. Start your computer as usual. 
2. Insert Disk #1 in drive A (or B). 


3. At the hard disk prompt, type A:INSTALL (or B:INSTALL), and press Enter. 


A message prompts you to specify the drive and path into which One-Write 
Plus will be installed. The location of your current files is defaulted. 


One-Write Plus pro- 
gram files are com- 


4. Accept the default drive and directory, or enter another. 


e If you accept the default, a message informs you that you are installing 
One-Write Plus over a previous version, and asks if you have madea 
backup. 


Enter Y if you have made a backup and wish to proceed with this 
installation. 


e If you are installing into a new directory, a message asks if you want to 
install the tutorial data for “The Kite Store” company. 


Enter Y to install the data; N, if you don’t. 


At this point, the installation program decompresses the files and installs them 
on your specified drive and directory. 


erate When all of the files on Disk #1 have been installed, the system will prompt 

pressed or “inflated” you to insert Disk #2 and press a key to continue the installation. 

during installation on 

the hard drive. Remove the disk and insert the next disk. 
Repeat Step 5 until all of the disks have been installed on your computer. 
One-Write Plus requires that your System Configuration file (CONFIG.SYS) 
contains the line “Files=30” (or more than 30). The installation program scans 
for this file and verifies that it is set to at least 30. If it does not locate the 
COMFIG:SYS file and/or if “Files=” is set to fewer than 30, it will ask you if 
you want the program to automatically create or modify the file for you. 
A message informs you that the installation is successfully installed, and asks 
if you want to print the NEWS file. 
The NEWS file contains the latest information about this most current release 
of One-Write Plus. This information is not included in the manual, so it is 
important that you take a moment now to print and read the NEWS file. 

You can print the To print the NEWS file, make sure that your printer is on-line and has lots of 

NEWS file later by in- paper, accept the default, Y, and press Enter. 

serting the first dis- 

kette, typing A:NEWS By default, the document will print to a printer connected to the LPT1: printer 

at the DOS prompt, port. To print to an alternate printer, at the DOS prompt enter: 

and then pressing En- 


ter. 


A:NEWS [port] 


where [port] identifies the alternate printer port. LPT1 is the default port. 
Other possibilities include: LPT2, COM1 or COM2 (for example: A:NEWS 
COM)}). 


The installation program informs you if the CONFIG.SYS file was created or 
modified and instructs you to reboot your computer. 


We recommend that you read this reference manual and complete the tutorial in 
order to become familiar with the software. 
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Step 3—Conversion 


The first time you access the program, One-Write Plus performs a smooth 
conversion of your existing data files (versions 2.05 C and higher), adds the 
necessary files for the expanded functions of version 4.0, and checks the integrity 
of data files and card files. 


If you are converting from a version earlier than 3.0, One-Write Plus first makes 
the conversion to 3.0, and then performs a second conversion to 4.0. This automatic 
process can take from a few minutes to over an hour depending on the amount of 
information in your companies’ data. 


If One-Write Plus detects more than one bank account in your previous version, a 
Bank Account Conversion screen displays, prompting you to enter a Bank ID for 
each bank account. You can select from the list of existing bank cards. 


Although conversion makes all your current data available for use in version 4.0, 
you may need to make a few manual adjustments before you start working in the 
program. Following is a description of areas that may require some action on your 
part. 


1 Forms and Preferences Settings 


The conversion program makes every attempt to match your settings from 
your previous version. However, we recommend checking all the settings in 
Setup /Printable Forms and Setup /Company /Preferences. 


C1 Cash vs. Accrual Basis 


One-Write Plus assumes that you are running a cash-basis system if you only 
used Master and/or Payroll in version 3.0. Please note—several menu options 
will not be available to you until you change this setting. 


To change from Cash to Accrual basis, select Setup /Company /Preferences/ 
General. 


{1 Master Module Transactions 


As long as there is enough room in the journals, OWP conversion merges 
Master and A/R receipts, Master and A/P checks. If the journal is full, Master 
transactions are not merged. However, they will be accessible for bank 
reconciliation. 


To see a lis 


choose: gi) 


t of accounts 


Payroll Tax Table IDs 
If you created your own system of Tax Table IDs, read the following: 


In version 3.0 the tax table ID had an eight-digit format— state abbrev + 
number + revision date; for example MA011293. You could, however, enter 
any eight-digit ID as long as it was a unique one. 


In version 4, the ID and revision date are two separate fields, each in a four- 
digit format —MA01 and 1293. If your version 3.0 IDs are in any format where 
the first four characters are not unique, some minor problems will result in 
4.0—the tax table list will not display clearly and you will get an error message 
when you try to view these tax tables on the Setup Payroll Tax Tables screen. 


To avoid this problem, you can edit the Payroll Tax Table IDs before you 
install the upgrade, or after conversion in Setup /Tax Tables/Payroll Tax 
Tables /Manually Update. 

Bank Reconciliation 


You may notice the first time you go into Bank Reconciliation a number of old, 
not outstanding version 3 transactions in the current reconciliation. 


You'll want to clear each of these transactions with a “?” before you run the 
reconciliation. See “Running the Reconciliation Program” for more 
information. 

Undeposited Cash Account 


Bank account #16 is not set up when you upgrade from a previous version. If 
you want to use this feature, you will have to add this bank account. 


To add bank account #16, perform the following steps: 
1. Make sure you have deposited all receipts for your other bank accounts. 
2. Select Setup/Company/List Items/Bank Accounts. 


3. Enter a Bank Account ID —an eight-character code to identify this 
account; for example, BANK 16. 


4. Enter account # 1098, or another General Ledger account number for this 
bank account. 


5. Accept the G/L account name, Undeposited Cash, or enter another name. 
6. Choose Save. 


Passwords 


Passwords are not converted. You will have to redefine these. For more 
information, see “Appendix 4: Passwords” on page 330. 
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4) SuperTrack 


If you were using a card type other than #1 for Inventory in your previous 
version, you must go into Setup /Company / Preferences /General and change 
SuperTrack Card Number for Inventory to the appropriate number. 


() Duplicate Customer/Vendor Cards 


Print your Customer and Vendor Name & Address reports to verify that you 
do not have duplicates. If you need to delete any customer or vendor cards, 
look for the ones with a 0.00 balance. Enter an asterisk (*) in the type field on 
each or those cards. One-Write Plus will know to delete these cards during file 
compression. 


Note—If you were using Timeslips Accounting Link, Financial Data Import, or 
@Accounting in version 3, and those selections are not active on your File Menu, call Cus- 
tomer Service at 1-800-882-5254 (in Canada—1-800-463-4623). 


Memory 
Types 


Appendix 2: 
Memory Management 


Effective RAM management is critical to running today’s powerful application 
programs, such as One-Write Plus. In many cases your individual stand-alone 
computer will already be set up to properly run One-Write Plus. In other cases, 
you will need to fine tune your system to better use your RAM memory. This will 
be particularly true if you are using several terminate and stay resident (TSR) 
programs, or if you are connected to a local area network. 


Today’s 386 and 486 computers have four types of memory: 


QO 


Conventional memory—the section of RAM from OK to 640K, which is used 
to run the DOS operating system, software device driver programs, TSR 
programs, and regular DOS applications. 


The One-Write Plus application program required 512K of conventional 
memory. If you need to free up conventional memory you can move portions 
of the DOS operating system, software device driver programs, and TSR 
programs to other types of memory. 


High memory (or upper memory)—the section of RAM from 640K to 1,024K, 
which is used by the system hardware to run your monitor or other adapters. 
The 384K section of high memory is not all used by your computer. The 
leftover sections are called upper memory blocks (UMBs). 


Extended memory—the section of RAM from 1,024K and beyond, which can 
be used to run a portion of the DOS operating system and specific DOS 
application programs that have been designed and programmed for that type 
of memory. (These programs include Lotus 123, AutoCad 386, and Windows 
3.0 and 3.1). 


You have to install an extended memory management program such as 
HIMEM.SYS or QEMM386.SYS to tell the operating system that you have 
extended memory. 


Expanded memory—the section of RAM from 1,024K and beyond which can 
be used to run DOS application programs that have been specifically designed 
to take advantage of expanded memory. (These programs include Lotus 123, 
Paradox, Framework, QuatroPro, and LIM 4.0 compatible programs as well.) 


You have to install an expanded memory management program such as 
EMM386.EXE or QEMM386.SYS to tell the DOS operating system that you 
have expanded memory. 


The majority of 286 machines being used today have 640K of conventional 
memory, 384K of high memory, and many have extended memory. Similar 
expanded memory programs can be used with these computers. 
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Managing 
Your 
Memory 


MEM is only avail- 
able if you are run- 
ning on DOS 4.0 or 
higher. 
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One-Write Plus requires at least 512K of available conventional RAM to execute 
properly. You should verify that your computer has this much by using the DOS 
CHKDSK or MEM command. 
Using cuxpsk, look for the following: 

655360 TOTAL BYTES MEMORY (approximately) 


524288 BYTES FREE (512K minimally) 


Using mem, look for the following: 
655360 BYTES AVAILABLE TO MS DOS (approximately) 
524288 LARGEST EXECUTABLE PROGRAM SIZE (512K minimally) 


If you do not, one strategy is to load into the unused portions of high memory, 
programs running in conventional memory. These include: 


Q A portion of the DOS operating system 


(1 One or more software device driver programs 


These include your network device driver programs that connect your 
individual workstation to a local area network. 


{ One or more TSR programs 


You could also unload any TSR program that you don’t need while you are 
using One-Write Plus. (Refer to your TSR program manual for instructions.) 


DOS 5.0 (or a memory management program such as HIMEM.SYS or 
QEMM386.SYS) allows you to do this. If you are on DOS 3.3 or 4.01, you might 
consider upgrading to DOS 5.0 or higher. These later versions also use less 
conventional RAM for the DOS system itself. 


Additional suggestions: 


1. Consider upgrading to DOS 5.0 or 6.0. Read the DOS user manual chapter 
on “Optimizing your System,” and in particular the section on running 
programs in upper memory and managing your memory. 


2. Ask your computer dealer or consultant for assistance in optimizing your 
system’s available conventional RAM. 


3. Use the TYPE command to look at your CONFIG.SYS and 
AUTOEXEC.BAT files. Check to see if there are any unnecessary files or 
lines that are loaded. Use the MEM /C command (only available in DOS 
5.0 or higher) to see the contents of your conventional and upper memory 
areas. Following is a sample screen: 


MEMORY: 


SIZE IN DECIMAL 


Jovell network drivers <C| ae 


64 

112 
128 
549184 


TOTAL FREE 


UPPER MEMORY : 


SIZE IN DECIMAL 


183888 
20880 
57312 


DOS loaded high 


TOTAL FREE: 78192 


Total bytes available to programs (Conventional + Upper) 
Largest executable program size : 
Largest available upper memory block : 


655360 
262144 


3145728 
0 
2588672 


SIZE IN HEX 
(14. 
(1. 
(3. 
(2. 
(17. 
(4. 
(17. 
(42. 
(0. 
(0. 
(0. 
(536. 


(536.6K) 


Must be at least 512 k 
SIZE IN HEX 


(179.6K) 
( 20.4K) 
( 56.0K) 


( 26.4K) 

SS 
627680 
549184 
Ss 57312 


(613 .OK) 
(536.3K) 
( 56.0K) 


bytes total EMS memory 
bytes free EMS memory 


total contiguous extended memory 

bytes available contiguous extended memory 
bytes available XMS memory 

MS DOS resident in High Memory Area 
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Warning—lIf you are 
using stacker or an- 
other disk compres- 
sion utility program, 
do not remove or re- 
mark the Device=C:\ 
Stacker...lines in 
CONFIG.SYS, or AU- 
TOEXEC.BAT. 
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Try modifying your CONFIG.SYS and AUTOEXEC.BAT files so that they 
are very plain and simple. You can perform trial and error by first making 
a backup copy of your current files: 


C:\>COPY CONFIG.SYS CONFIG.OLD 
C:\>COPY AUTOEXEC.BAT AUTOEXEC.OLD 


Use the DOS 5.0 editor or edlin to insert remark commands and reboot 
your computer between each modification. Samples of these simple files 
are shown below: 


DEVICE=C: \DOS\SETVER.EXE 
DEVICE=C : \WINDOWS\HIMEM. SYS 
DOS=HIGH 

FILES=30 


BUFFERS=10 
STACKS=9 , 256 


CONFIG.SYS File 


ECHO OFF 

PROMPT S$PSG 

PATH=C: \WINDOWS;C: \DOS 
SET MOUSE=C: \MOUSE 

SET TEMP=C:\DOS 


C:\WINDOWS\SMARTDRV.EXE 512 64 
C: \MOUSE\MOUSE 

C:\DOS\DOSKEY /INSERT 

C: \WINDOWS\WIN 


AUTOEXEC.BAT File 


Consider purchasing memory management software such as QEMM386 
or MAX386. These are not required, but can be helpful if you are connected 
to a network and must also run several TSR programs while you run One- 
Write Plus. 


Windows 
Installation 


If you installed One- 
Write Plus in a directory 
other than C:\ OWP, 
use the PIF editor to 
change the PIF file. 
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One-Write Plus can be used from within the Windows environment as a DOS 
application. One-Write Plus is not a Windows application; despite its attractive 
visual interface, it is a character-based DOS program. 


To use One-Write Plus under Windows, perform a regular installation according 
to the instructions provided in this manual. 


Next, set up One-Write Plus for Windows by following the steps below: 


1. Add One-Write Plus to a group by selecting “File/New/Program Item.” 
The Program Item Properties window displays. 


2. Enter “One-Write Plus” as the “Description,” and press TAB to advance to the 
Command line. 


3. Enter “C:\OWP\OWP.PIF” at the Command line (if you are using a drive 
other than C, substitute the C in this command with the appropriate drive 
letter). Do not press Enter. 


4. Click on the “Change Icon” button. 


The Select Icon window displays. 


5. Type “C:\OWP\OWP4.ICO” at the “File Name” prompt, and select “OK” to 
save the program item and clear the Properties window. (If you are using a 
drive other than C, substitute the C in this command with the appropriate 
drive letter). 


One-Write Plus is now a new member of the selected group. 


To start One-Write Plus under Windows, simply double-click on the One-Write 
Plus icon. The program will run in full-screen mode. If your system has sufficient 
memory, you can run One-Write Plus in a window by holding the ALT key and 
pressing Enter. 


To switch to another program while running One-Write Plus, hold the CTRL key 
and press ESC. The Windows Task List will display. Select your program here. 
Make sure you return to One-Write Plus, save your work and exit the program 
before exiting Windows or shutting off your system. 
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DOS Shell One-Write Plus can be used from a DOS shell program. (A DOS shell program 
allows you or your dealer to set up a menu that lists the programs and commands 
available on your computer.) 


Installation 


Network 
Installation 


Appendices 


To install One-Write Plus as a “menu” selection in your DOS shell program, you 
should: 


Ps a 


BY 


Exit from the DOS shell program to the DOS command level “C:\>” prompt. 


Install One-Write Plus as a regular DOS program according to the instructions 
provided in this manual. 


Return to the DOS shell program. 


Add the OWP.BAT file or STARTUP.BAT file to your shell program. Please 
refer to your DOS shell manual or ask your local dealer or consultant for 
assistance. 


Your One-Write Plus product has been designed as a multi-user application for 
Local Area Networks. These include Novell, Novell Lite, Lantastic, and several 
others. Access to a single company’s data files is restricted to a single user at any 
one time. 


Requirements 


Oo 


oO 


Each workstation must have at least 512K of Conventional RAM memory 
available to run the One-Write Plus application. This may require you to load | 
DOS and or your network software drivers into upper memory. See “Memory 
Management” for additional information on increasing the conventional RAM 
available. 


Each work station must be routed (or mapped) to the same logical disk drive 
on your network for the One-Write Plus program and/or data files. 


Users should have 

full DOS physical 

drive access privileg- 

es to the drive that 

One-Write Plus is in- 
stalled onto. 


Server installation 


1. 


If you are installing the version 4.0 upgrade, you must first un-write protect all 
One-Write Plus files. Enter the following command: 


ATTRIB C:\OWP\*.* -R 


Then continue with the following installation. 


Log onto the network as a supervisor so that you can set the read and write 
access privileges. 


Install the application programs onto the network disk drive in the OWP 
directory (for example, O:\OWP). You can use the normal A: INSTALL 
procedure from any DOS prompt to install from your original disks. We 
suggest that you install the application programs, system data files, and 
company data files on the file server. 


Note—If your system gets “hung up” during installation, type the following: 
A:INSTALL /NOSEARCH 


One-Write Plus will install without searching across your network for a previous ver- 
sion of the software. 


Run the batch file program “NETWORK.BAT” from the O:\OWP 
subdirectory. This program executes the DOS ATTRIB command to set the 
files in the O:\OWP subdirectory to read only. Then it sets two data files to 
read and write access. 


In One-Write Plus Setup /System/General Information select “Yes” to use 
Passwords, and “Yes” to allow network use. When you save this screen, the 
User Names and Passwords screen displays. You add users and password 
levels here. See “Appendix 4: Passwords” on page 330 for more information. 
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For more information, 


choose: 
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Appendix 4: 
Passwords 


If you selected to use passwords in Setup/System/General Information, you will 
need to set up all your One-Write Plus users, and assign a password for each. One- 
Write Plus will then prompt each user for a name and a password on entry to the 
program. 


Note —AII network users will be prompted for a user name when trying to access One- 
Write Plus. They must be set up in User Names and Passwords, even if you are not using 
passwords. 


If you don’t want all users to have access to all components of the program, you 
can assign levels for other users in your company. One-Write Plus allows up to five 
different levels of user—level 5 (probably your system administrators) for the 
greatest access down to level 1 for the least access. In Password Levels, you assign 
a corresponding level (5 - 1) to menu options in One-Write Plus. 


One-Write Plus defaults level 3 for all users and for all menu options. If you are not 
concerned about denying access to any users, these defaults will work perfectly 
well for you. 


However, you may identify certain aspects of the program such as financial 
reports, employee records, or password setup to which you want to restrict access. 
Give those menu options (Reports /Financial Statements /Income Statement, 
Lists /Employee, or Setup /System/User Name/Passwords) a level 4 or 5. Then 
assign the same level for the users requiring access to these functions. 


On the other hand, you may have a user who works in a very limited portion of 
the program, such as card entry. In that case, you could assign both the menu 
option (Lists /Customers) and the employee a level 1 or 2. 


Before entering your password information, take some time to plan your setup. 


1. Have at hand the One-Write Plus menu screen, and a list of your 
employees. 


2. Make two lists— one for users and one for menu selections—similar to the 
following: 


Assigning password 
levels requires famil- 
iarity with One-Write 
Plus. We recommend 
taking care of this af- 
ter you’ve been work- 
ing in the program for 
a while. 


ser Level IMenu Selections Level 


3. Examine the list of your users. On your user list, write down the names of 
any users who need only very limited access. Assign those users level 1 
(least access) or level 2 (less access). 


4. Determine which level 1 and level 2 menu options these users need access 
to. Add these options to your menu option list. 


5. Examine the One-Write Plus menu, and list any menu options that you 
want to restrict access to. Assign those options level 4 (more restrictive) or 
level 5 (most restrictive). 


6. Determine which users should have access to the level 4 and level 5 menu 
options. Add them to your user list. 


Now you can use these lists to do your password setup. 


User Names and Passwords 


To set up your users, perform the following steps: 


1. Select Setup /System/User Names/Passwords. 


The User Names and Passwords screen displays. 
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2. Choose - 


The Modify User Name, Password, and Level pop-up displays. 


New Company User Names and-Passuords 06715793 


User ID User name User Password Passuord Level 


< Modify User Name, Password and Level > 


Name Password 
[John Jones 1 [PHOENIX 
IDs 
are assigned 
consecutively. 


| Help | | Add | Modify | Delete | Cancel 


Enter a password for this user. It can contain letters and numbers. 


For more information, 3. For each employee or employee group who will be using One-Write Plus, 
choose: enter the following: 


e User Name 
e User Password 
e Password Level—Accept the default 3, or enter a different level (1-5). 


Use the list you prepared earlier. 


4. Choose Save 


5. Repeat steps 2 though 4 for each user you wish to add. 


Defining Password Levels 


In Password Levels, you can assign a level to any menu selection in One-Write 
Plus. In that way, you can determine which level users should be able to access 
which specific functions of One-Write Plus. When a user tries to access that 
particular menu selection, One-Write Plus will either allow or deny access based 
on the user’s level. 
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Caution—While you 
are in Password Lev- 
els Mode, the One- 
Write Plus menu ap- 
pears as normal. Be 
aware of the informa- 
tion line when setting 
up passwords. 


To define password levels, perform the following steps: 


i. 


Select Setup /System/Password Levels. 
The information line reads: 


***YOU ARE IN SETUP PASSWORD LEVELS MODE - Choose 
same option to exit *** 


When you're in the Password Levels Mode, every time you select a menu 
option that leads to a work screen (Entry /Write Checks, List/ Bank Accounts, 
etc.), a “Setup Password Level for...” dialog box displays. 


< Setup Password Level for Write Checks > 


- Low - 


Working with your menu selection list, for each selection listed: 


¢ Choose that menu selection, and press Enter. 


e In the Setup Password Level for dialog box, assign the appropriate 
password level. 


When you are finished assigning password levels, select Setup /System/ 
Password Levels. 


The Password Level mode will be turned off. 


You can change your password levels at any time. Simply return to Setup/ 
System/Password Levels, and make the appropriate changes. 
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Appendix 5: 
Common Questions and 
Answers 


In this section, we'll try to present some common situations that you may have 
questions about— in your business activities, in One-Write Plus, or with the 
hardware that you use. 


— How dol enter a bounced check received from a customer? 


If you have entered a customer check into One-Write Plus that comes back 
marked “insufficient funds,” you need to take the appropriate action. 


If you have not deposited the check transaction in Entries/Prepare 
Deposit, simply delete the receipt. One-Write Plus will in turn delete any 
application made to an invoice. 


If you have deposited the check transaction in Entries/Prepare Deposit, do 
the following: 


1. 
2. 


Leave both the receipt and the deposit alone. 


Enter a new I type transaction for that customer for the bad check 
amount in Enter Sales. Distribute it to the bank account that the 
returned check was deposited into. 


This reduces your cash, increases Accounts Receivable and increases 
the customer balance. At the same time, One-Write Plus recognizes it 
as a returned check, and in the summary section of the Sales Journal, 
breaks out bounced checks as a separate group. 


Enter another I type transaction for that customer in Enter Sales for the 
service charge amount and distribute it to the Bank Service Charge 
G/L account. 


Enter the service charge amount on the Bank Card in Entries/Bills to 
Pay /Enter Purchases using a D type transaction for the service charge 
amount and distribute it to the Bank Service Charge G/L account. 


In Entries /Banking/Reconcile Account, go into Setup Items, and add 
a check transaction—with the date the bank returned the check for the 
amount of the NSF check. 
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1) How do[I enter a bounced check given to a vendor? 


If a check you have written to a vendor comes back marked “insufficient 
funds,” you neéd to void the check, changing the working date to the date the 
bank returned the check. See “Voiding Vendor Transactions” on page 133 for 
more information. 


In addition, you need to enter the bank service charge on the bank card. In 
Entries / Bills to Pay /Enter Purchases enter a D type transaction for the service 
charge amount and distribute it to the Bank Service Charge G/L account. 
My customer has made an overpayment. 


Sometimes you may have to record a customer receipt for an amount larger 
than the outstanding amount on the customer account. You can take care of 
this in the following way: 


1. In Enter Sales, enter an invoice for the amount of the overpayment. 
Distribute the amount to account #9999, Temporary Distributions. 


2. Enter the payment, applying the amount to both the original invoice and 
the newly created invoice. 


3. To refund the amount of overpayment, enter a direct disbursement in 
Write Checks, distributing the amount to the Temporary Distributions 
account. 


Note—This procedure will inflate the Sales This Year figure on this Customer 
Card. Simply correct that figure by changing the amount. 


How do I enter a bank loan and the payments I make against it? 


To enter and make payments against a bank loan in One-Write Plus, take the 
following steps: 


1. When you receive the bank loan, record it as a cash sale in Record Receipts. 


Select the Bank Customer Card, enter the loan information, and distribute 
the amount to the appropriate liability account. 


2. Tomakea payment on the loan, record it as an invoice in Enter Purchases. 


Select the Bank Vendor Card, enter the payment information, and then 
distribute the amount as follows: 


¢ Distribute the principal to the liability account you distributed the 
receipt of the loan to. 


¢ Distribute the interest to account #6260, Interest expense. 


Q Some of my figures don’t seem to match! What can I do? 


If your income statement and balance sheet net income figures don’t 
match, try changing to the Cost of Goods Sold Format B (Setup/ 
Company / Preferences /General). 


One-Write Plus allows two presentation formats (A or B) for the Cost of 
Goods Sold section on the Income Statement. You specified which format 
you wanted to use in Setup /Company/Preferences/General. 


A discrepancy can occur with the Format A calculation under certain 
circumstances. 


If your Customer or Vendor Balances don’t match the detail, try running 
the Aged Receivables or Aged Payables Report. It adds up all the 
transactions and recalculates the customer or vendor balances. 


Q How canI resolve backup and restore problems? 


If you’re running DOS backup, try changing to DataSave. 


If youre having trouble running DataSave from One-Write Plus, you can run 
an alternate backup or restore program from the DOS command line. 


1. 
2. 


Change into the directory where your One-Write Plus files reside. 
To backup your data: 


Type: DISKPACK company (where company is the first 8 characters of the 
company you are working with)\*.* A: (or B:), for example: 


C:\OWP>DISKPACK THEKITES\*.* A: 
Follow the on-screen instructions. 
To restore your data: 


Type: DRESTORE A: (or B:) company (where company is the first 8 
characters of the company you are working with) \*.*; for example, 


C:\OWP>DRESTORE A: THEKITES\*.* 


Follow the on-screen instructions. 


1 My mouse isn’t working. 


If your mouse isn’t working with the program, first make sure that your plug 
is securely connected and that your mouse driver software is compatible with 
your mouse hardware. 


After that, you may need to edit your AUTOEXEC.BAT file. See the sample 
“ AUTOEXEC.BAT File” on page 326. 
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(1 I’m trying to install One-Write Plus, and my system has locked up. 


If during installation, your system locks up or displays a “Script Line” error 
message, you need to install with the following command: 


A: INSTALL /NOSEARCH /NODOS 


I’m having problems starting One-Write Plus from Windows. 


If you can’t start One-Write Plus from Windows, PC Menu, or another third 
party menu program, you need to verify the startup command line. 


The command line should read OWP.BAT or STARTUP.BAT. One-Write Plus 
will not start if this line uses STARTUP.EXE. (In Windows, with the program 
item selected, go into File/Properties.) 


If you are using a non-current PIF file, you may need to edit the Program 
Filename in the PIF Editor. (Previous version PIF files were set up to call 
STARTUP.EXE.) 


I get the message “DISPLAY.COM not loaded” when I try to start up One- 
Write Plus. 


If this error message displays, you have loaded the application program, but 
not the Hi Screen TSR program. This occurs when you have run the 
STARTUP.EXE command. 


Verify that your command line reads STARTUP.BAT or OWP.BAT. 


Is there anything I can do about an insufficient memory message? 


If you get a message indicating insufficient memory, first verify your available 
RAM by using the DOS CHKDSK command. 


You can sometimes bypass a memory problem by creating a DOS diskette to 
boot off of, rather than your hard drive. 


To create a bootable DOS diskette, follow these steps: 

1. Insert a blank diskette in your A drive. 

2. Atthe C:\ prompt, type FORMAT A: /S to format the diskette. 
Follow the on-screen instructions. 


3. Use your preferred text editor to create a file named CONFIG.SYS on the 
diskette. 


4. In that file, type the following line: 
FILES=30 
Shut your computer off, and then turn it on again with the floppy. 
At the A: prompt, type C: 
Type OWP to start up One-Write Plus. 


Q My system is locked up. 


If you are experiencing “lockup” or “freezing” when you try to launch the 
software, you may have a memory conflict (see “Appendix 2: Memory 
Management” on page 323), or you may have an incompatible math co- 
processor. 


First reboot your computer. Then try one or more of the following: 
e Atthe C:\ prompt, type OWP/NOMEM. 


This will bypass the OWP 512K memory check when you start the 
application. 


* Using your preferred text editor, add the line SET 87=NO to the 
CONFIG.SYS file. 


This command prevents One-Write Plus from looking for a math co- 
processor. 


Then shut your computer off and turn it on again. 
e Create a bootable DOS diskette (see the preceding section), and try 
launching One-Write Plus again. 
Q What can I do about blank or misaligned pages? 
Check your printer connections. 
2. InSetup/Printer, select the appropriate printer type. 
Use the default settings for that printer type. 
3. Turn the printer off; wait 5 seconds, and turn it on. 
Exit One-Write Plus. 
5. At the C:\OWP prompt, type 
DEL COMMON*. * 
6. Go back into One-Write Plus and try the print job again. 
Q I’m having format problems on my dot-matrix printer—some missing 
characters and unreadable text. Is there any way to resolve this? 


1. First try the procedure for blank or misaligned pages described above. 


2. If the problem persists, slow the speed of your computer by pressing the 


Turbo button (or whatever method is described in your hardware 
documentation). 
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Appendix 6: 
Error Messages and Warnings 


One-Write Plus attempts to “trap” all invalid keystrokes, usage errors, and 
hardware errors, and present a pop-up alert box describing the error. 


In most cases, the message clearly indicates the source of the problem and if 
necessary, the course of action needed to correct the problem. Simply press the 
ESC key to clear the error message, and continue your work in One-Write Plus. 


Unfortunately, there are some kinds of critical errors which cannot be trapped, and 
which may result in termination of the program, generally with a return to the 
DOS C> prompt and a message of the form “Error 22 at pgm ctr 33333”. 


This appendix attempts to list the kinds of messages that may require further 
explanation when they appear on your screen. We have given the probable causes 
for each message and suggested responses. 


“Problem 


Input Requested 


Illegal Date 


Unrecoverable Disk 
Read Error 


Incomplete Entry, All 
characters must be 
filled 


Incorrect Save 
Directory (Parameter, 
P=) 


Syntax Error 


Value out of range 


Field Buffer Full 


Error 5, 62 or 63 


Error 6 


This field requires an entry. 


The date format is incorrect. 


The disk is unreadable. 


No spaces are allowed in this 
entry. 


In this case, the user most likely 
edited the batch file, and 
specified an incorrect directory 
when loading DISPLAY.COM. 


The function command is not 
correct. 


The maximum or minimum 
value for this field has been 
exceeded, 


The batch file supplied with 


One-Write Plus has been edited. 


You may have a corrupted data 
file. Corruption may have been 
caused by power failure or 
shutting down the computer 
before exiting One-Write Plus. 


You may have exceeded the 
transaction limits (see “System 
Specifications”), or you may 
have a corrupted data file. 


Don’t leave this field blank. 


The date must be in the format 
MM/DD/YY or MM/DD/YYYY. 


Reformat the disk, or change disks. 


Your entry should consist of all 
characters. 


Correct the syntax or create the 
directory. 


Press Esc until the message clears, 
or shut your computer off, and then 
turn it back on. 


Enter a value within the allowed 
range. 


Use the original batch file supplied 
with the program. 


Restore to a recent backup. 


Try breaking your transactions into 
smaller ones, or restore to a recent 
backup. 
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Error 7 


Error 53 


Error 24, 25, 27, or 57 


Error 61 


Error 67 


Error 70, 71 


There is not enough RAM 
memory to operate the software. 


File not found. One or more 
program or data files is missing. 


Device input/output error. A 
potentially serious hardware 
error occurred when trying to 
carry out a command. 


Disk full. There is not enough 
room on the disk to store a file. 


Too many files. 


Permission denied. You tried to 
write to a write-protected disk, 
or Diskette not ready. 


Refer to “Managing Your Memory” 
on page 324. 


Reinstall One-Write Plus after 
making sure you have a current 
backup of your data. 


If the error occurs while printing, 
check the printer to make sure it is 
on-line, paper is loaded, and all 
cables are properly connected. If the 
error persists, the problem may bea 
defective printer cable. 


If the error occurs while accessing 
the hard disk, it could indicate a 
serious problem with the hard disk 
or the controller card. Consult your 
computer dealer for assistance. 


Delete infrequently used programs 
or increase the disk storage capacity 
on your system. 


Set the CONFIG.SYS file on your 
computer’s root directory to 
FILES=30. Usually, this is done 
automatically by the One-Write 
Plus Installation procedure. 


Remove the foil tab on your diskette 
and repeat the function. Try placing 
the diskette in the drive again. 
Make sure the door to the disk drive 
is closed. If the error occurs while 
accessing the hard drive, consult 
your computer dealer for assistance. 
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Error 72 


Error 75 or 76 


Error 203, 205, or 206 


Error 242 


Disk media error. There are bad 
sectors on the floppy diskette or 
hard disk (depending on which 
you were using when the error 
occurred). If this error occurs 
while accessing data on the hard 
disk, it may indicate a serious 
problem. At a minimum, your 
hard drive may have developed 
a bad sector in an area that is 


being used for data or programs. 


This error implies that the DOS 
path or file that OWP is 
attempting to use is not 
currently available. This can 
occur when your workstations 
in a network environment do 
not all map to the same drive 
letter for OWP programs or data 
files, or you do not have 
sufficient drive access. 


Some of your One-Write Plus 
program files are from an 
earlier, incompatible version. 


Out of string space. This error 
may occur while printing 
reports that involve large data 
sorts. 


Consult your dealer for assistance 
in testing your hard drive and 
remapping any bad sectors found. 
After you have done this, you will 
probably need to restore to a recent 
backup of your accounting data. 


Refer to “Server installation” on 
page 329. Modify your drive 
mappings and or log onto the 
network as Supervisor. 


Obtain and install current releases 
of all of your One-Write Plus 
Modules. 


Try simpler sorting criteria or split 
the report into two sections using 
From/To ranges. Or refer to 
“Appendix 2: Memory 
Management” on page 323 for more 
information. 
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Appendices: 


Index 


@Accounting 102 
1099 forms 
delaying printing 107 
magnetic media 287 
printing 287 
sample Forms Report 291 
setting up for printing 75 
941 Report 
printing 276 
sample 278 


A 


Account Information Report 
printing 220 
sample 221 


Accounting Basis, setting up 31 


Accounting periods 
number allowed 3 
setting number 24 
setting up 25 


Accrual vs. cash basis, setting up 31 


Adding 
Customer Cards 45-48 
Employee Cards 48-52 


General Ledger Accounts 42 


SuperTrack Cards 52-54 
toa list 113 
Vendor Cards 43-45 
Address, setting up 24 
Aged Payables Report 
printing 240 
sample 242 
Aged Receivables Report 
printing 258 
sample 259 
Aging, setting up 
customer 32 
vendor 34 
Annual 940 FUTA Report 
printing 279 
sample 280 
Annual upgrades 
how to order 303 
Apply to Bills dialog box 201 


Approve Bills for Payment screen sample 128 
ATM Transactions, 

entering 120 

see also On-Line Help 


Backup and restore problems 337 
Backup files 97-101 
Custom 101 
DataSave 98-100 
DOS 100 
see also On-Line Help 
Backup with DataSave screen sample 99 
Balance forward, customer account type 47 
Balance Sheet 
doesn't match income statement 337 
printing 207 
sample 208 
Bank Account 16, see On-Line Help 
Bank Account Card screen, sample 27 
Bank Accounts 
maximum number 3 
reconciling 174-178 
setting up 25-28, 39-41 
transferring funds 173-174 
Bank deposit 
preparing 170-175 
voiding 172 
Bank loans 336 
Bank Reconciliation 
adjusting 177-178 
running 176-177 
setting up to use 31 
Bank service charges, entering 174 
Bank Statements 
Account Information Report 220 
Check Register Report 222 
Deposit Slip Report 224 
Banking 170-178 
Banking Menu 170 
Basis field 
for deductions 51 
for other pay 51 
Baud rate, setting up 69 
Beginning balances 
setting up 55-67 
Billing Software 307 
Bills to Pay 124-129 
Bills to Pay Menu 124 


Index 


345 


346 


Bounced checks 335 
Budget Reports 

Budget Worksheet 226 
Budget Worksheet 

printing 226 

sample 228 
Budgeting 188-191 

automatic 188-189 

by account 191 

by period 190 
Budgeting by Account screen sample 191 
Budgeting by Period screen sample 190 
Budgeting Menu 188 
Budgeting-Automatic screen sample 189 


Cc 


Calculate Finance Charges screen sample 164 
Calculator, how to use 300 
Card File Re-Index utility 103 
Cards 
modifying 113 
Cards, see Customer Cards, Employee Cards, 
Vendor Cards, SuperTrack Cards 
Carriage width, setting up 70 
Cash sale 
entering in Enter Sales 157-158 
entering in Record Receipts 139-140 
Cash vs. accrual basis, setting up 31 
Cash withdrawals, entering 120 
Cassette tutorial 299 
Changing, see Editing 
Chart of Accounts 
choosing 25 
customizing 41-43 
Descriptions, see On-Line Help 
number provided 3 
sample screen 42 
Chart of Accounts Report 
printing 218 
sample 219 
Check Register Report 
printing 222 
sample 223 
Checklist, startup 299 
Checks 
$0 amount 120, 123, 134 
hot printing 203 
printing 129, 195-196 
returned 335 


Index 


setting up for printing 73 
CheckWriter Software 307 
Checkwriting 119-123 
CHKDSK command 324 
Close 19xx Files screen sample 106, 109 
Close files 106-110 

payroll 106 

vendors, customers, and accounts 108 
Comments field 

using for Customer Cards 46 

using for Employee Cards 49 

using for Vendor Cards 44 
Companies 

changing 91 

creating 23-28, 91-94 

deleting 95 

maximum number 4 

modifying 94 

setting up 30-39 
Company Name & Address screen, sample 23 
Company name, setting up 24 
Company taxpayer ID number 24 
Compress files 104-105 
Compress Files screen sample 104 
CompuServe 306 
Computer forms, how to order 302 
CONFIG.SYS file, setting 338 
Control Accounts 

setting up 66-67 
Conventional memory 323 
Conventions used in this manual 11 
Cost of Goods Sold Format 31 
Creating, see Adding, Setting up 
Credit Card Accounts 

maximum number 3 
Credit memos 

entering customer 

in Invoice Customers 152-154 
in Issue Credits 161-162 

entering vendor 130-131 

printing 195-196 
Custom backup and restore 101 
Customer Analysis Report 

printing 248 

sample 249 
Customer Cards 

creating 45-48 

deleting 114 

maximum number 4 


Customer Cards (cont.) 
printing 246 
sample 247 
sample screen 46 
Customer Invoice Analysis Report 
printing 250 
sample 251 
Customer invoices 
entering open 60-62 
Customer labels,printing 247 
Customer preferences, setting up 32 
Customer Reports 244-261 
Aged Receivables Report 258 
Customer Analysis Report 248 
Customer Cards Report 246 
Customer Invoice Analysis Report 250 
Customer Labels 247 
Name & Address Report 244 
Open Receivables Report 260 
Receipt Analysis Report 256 
Receipt Journal Report 254 
Sales Analysis Report 253 
Sales Journal Report 251 
Customer Transactions 136-169 
editing 165-166 
voiding 166-169 
Customers, balance doesn't match detail 337 
Customers, temporary 47 
Customizing 
Chart of Accounts 41-43 


D 


Data bits, setting up 69 
Data files 
assigning drive/path 24 
backup and restore 97-101 
DataSave 98 
backup files 99-100 
customizing setup 98 
restore files 100 
Deductions, setting up on Employee Cards 50 
Deleting 
a company 95 
cards 114 
from a list 114 
Deleting, see also Voiding 
Department Summary Report 
printing 273 
sample 274 


Departmentalized Accounting, setting up 24 
Deposit Slip dialog box sample 171 
Deposit Slip Report 

printing 224 

sample 225 
Deposit slip, printing 172 
Direct disbursement 

entering 119-121 

see also On-Line Help 
Discounts, setting up 

customer 32 

vendor 34 
DISPLAY.COM not loaded error message 338 
Distribute to Accounts dialog box sample 202 
Distributing to G/L accounts 202 


DOS backup and restore 100 
DOS Shell Installation 328 
Due Days, setting up 
customer 32 
vendor 34 
E 
Earnings dialog box sample 64 
Editing 
a SuperTrack allocation 199 
customer transactions 165-166 
paychecks 182 
vendor transactions 131 
Editing, see also Modifying 
Employee Cards 
creating 48-52 
deleting 114 
printing 264 
sample 265 
sample screen 49 
Employee Directory 
printing 266 
sample 267 
Employee labels 
printing 265 
Employee year-to-date totals, entering 63-66 
Employees 
setting up tax deductions 51 


Beginning Balances, see On-Line Help 

Year-to-Date Totals, see On-Line Help 
Enter Control Accounts screen sample 66 
Enter Paychecks screen sample 180 
Enter Purchases 124-126 

screen sample 125 


Index 


347 


348 


Enter Sales 155-160 
screen sample 156 
Entries Menu 115 
Error Messages 341-343 
Escaping from Screen14 
Exemptions, setting up on Employee Cards 50 
Exiting OWP 110 
Expanded memory 323 
Expert Help 297 
Extended memory 323 


F 


FastPak Mail 307 
Fax number, setting up 24 
Federal Tax Table for Single Persons screen sample 
85 
FICA 
setting up rates and wage limit 85 
File Menu 91 
Finance Charges 162-165 
automatic calculation 164-165 
entering manually 163-164 
screen sample 163 
submenu 162 
Financial Statement Editor 103 
Financial Statements 
Balance Sheet 207 
Chart of Accounts Report 218 
General Journal Report 216 
General Ledger Report 212 
Income Statement 209 
Trial Balance 214 
Find 
on a list screen 112 
on an entry screen 14 
Fiscal year-end date, setting up 24 
Form feed support, setting up for printer 70 
Form Setup screen sample 71 
Forms, hot printing 203 
Function keys 15 
FUTA 
setting up wage basis 34 
setting up wage limit 85 


G 


General Help 297 
General Journal entries 
maximum number 4 


Index 


maximum size 3 
General Journal Report 
printing 216 
sample 217 
General Ledger Accounts 
adding 41 
changing 41 
distributing to 202 
length of account number 3 
maximum balance 3 
maximum number 4 
maximum number of entries 4 
updating 197 
General Ledger Cards, deleting 114 
General Ledger Report 
printing 212 
sample 213 
General preferences, setting up 31 
Glossary of Terms 299 
Gold Premier Plan 304 
GST 
on customer invoices 136, 140, 143, 157, 158 
on vendor invoices 120, 126, 131 
setting up preferences 33 
Using the Goods and Service Tax, see Help 


H 


Hardware Requirements for One-Write Plus 3 
Help 
buttons 298, 311 
example screen 298 
Expert 297 
General 297 
Glossary of Terms 299 
Index 298 
Information Line 297 
High memory 323 
Hot printing 
checks, invoices, etc. 203 


Income Statement 
COGS format 31 
printing 209 
sample 211 
Income statement 
doesn't match balance sheet 337 
Index Help 298 
Information Line Help 297 


Initialization string, setting up 70 
Installation 21-22 
alternate 327-329 
for the upgrade user 318-319 
in Windows 327 
lockup during 338 
on a network 328 
Insufficient funds 335 
Insufficient memory 338 
Interest income, entering 175 
Inventory invoice 
entering 144-147 
setting up preferences 32 
Invoice Customers 143-154 
Invoice Line Items screen sample 146 
Invoice screen sample 144 
Invoices 
entering in Enter Sales 155-157 
entering in Invoice Customers 
inventory style 144-147 
professional style 150-152 
service style 148-150 
maximum number 4 
maximum size 3 
printing 195-196 
setting up for printing 73 
setting up preferences 32 
setting up style 32 
Issue Credits 161-162 
screen sample 161 


J 


Journal entries 185-187 
screen sample 185 
Journal Re-Index utility 103 


K 


Keyboard 
buttons 15 
sample 15 
using with One-Write Plus 15 


L 


Launching One-Write Plus 28 
List items, setting up 39-54 
List screen sample 112 

List screen, sample 111 

Lists 


adding to 113 
deleting from 114 
working with 111-114 
Lists Menu 111 
Local tax information 
setting up 86-87 
Lockup 
trying to install OWP 338 
trying to launch OWP 339 


M 


Magnetic media 
1099 Forms 289 
pop-up during 1099 printing 289 
pop-up during W-2 printing 283 
Supplemental Report 286 
W2REPORT file 286 
see also On-Line Help 
Manual Check, entering 121-123 
Margin, setting up 70 
Medicare tax 
setting up wage limit 85 
MEM command 324 
Memorized Transactions 192-193, 200 
Memory management 323-326 
Memory types 323 
Menus 
One-Write Plus screen 12 
using in One-Write Plus 11 
Microsoft Windows, setting up for 327 
Modify User Name, Password, and Level sample 
pop-up 332 
Modifying 
cards 113 
company information 94 
Modifying, see also Editing 
Monthly Tasks, see On-Line Help 
Mouse problems 337 


Name & Address Report 
Customer 
printing 244 
sample 245 
Payroll 
printing 262 
sample 263 


Index 349 


350 


Name & Address Report (cont.) 
Vendor 
printing 229 
sample 230 
NEBS Billing Software 307 
NEBS CheckWriter Software 307 
NEBS Form Filling Software 308 
NEBS Software 
how to order 307 
Network installation 328 
NSF checks 335 


oO 


On-Line Audit 102 
Open Item, customer account type 47 
Open Payables Report 
printing 242 
sample 243 
Open Receivables Report 
printing 260 
sample 261 
Order Forms 
how to order 301 
OS/2, running OWP on 3 
Other Pay 
setting up 48, 50 
see also On-Line Help 
Overpayment, customer 336 


P 


Page length, setting up 70 
Pages, blank or misaligned 339 
Parity, setting up 69 
Passwords 
assigning 330-332 
defining levels 332 
setting up for company 24 
setting up to use 89 
Pay Bills 126-129 
Paycheck Session Information dialog box sample 179 
Paychecks 
editing 182 
entering 179-182 
printing 195-196 
setting up for printing 75 
voiding 183-184 
Payment 
entering in Enter Sales 158-159 


Index 


entering in Record Receipts 140-141 
Payment Analysis Report 
printing 239 
sample 240 
Payment Journal Report 
printing 237 
sample 238 
Payroll 
entering paychecks 179-184 
deduction types, see On-Line Help 
Payroll Analysis Report 
printing 271 
sample 272 
Payroll Journal Report 
printing 269 
sample 270 
Payroll Reports 262-292 
1099 Forms and Reports 287 
Annual 940 FUTA Report 279 
Department Summary Report 273 
Employee Cards 264 
Employee Directory 266 
Employee Labels 265 
Name & Address Report 262 
Payroll Analysis Report 271 
Payroll Journal Report 269 
Payroll Tax Liability Report 275 
Payroll Tax Tables Report 274 
Personnel Management Report 267 
Quarterly 941 FICA Report 276 
Substitute Report (4804) 292 
W-2 Forms and Reports 280 
Payroll Tax Liability Report 
printing 275 
sample 276 
Payroll Tax Tables 
automatic update 80-83 
manual update 84-87 
screen sample 80, 82 
see also On-Line Help 
Payroll Tax Tables Report 
printing 274 
sample 275 
Payroll, setting up preferences 34 
Personnel Management Report 
printing 267 
sample 269 
Pre-Checkwriting report 
printing 129 


Prepare Deposit 170-175 
Prepare Deposit screen sample 171 
Previously entered purchases pop-up 122 
Print 
date/time, setting up 31 
Print Checks screen sample 128 
Print forms 194-196 
Print Menu 194 
Printable forms 
setting up 39-77 
Printable lines per page, setting up 70 
Printers 
Custom Settings screen sample 70 
problems 339 
setting up 68-70 
Setup screen sample 69 
Printing 
1099 Forms and Reports 287 
4804 Substitute Report 292 
Account Information Report 220 
Aged Payables Report 240 
Aged Receivables Report 258 
Annual 940 FUTA Report 279 
Balance Sheet 207 
Budget Worksheet 226 
Chart of Accounts Report 218 
Check Register Report 222 
checks 129 
Customer Analysis Report 248 
Customer Cards 246 
Customer Invoice Analysis Report 250 
Customer Labels 247 
Customer Name & Address Report 244 
Department Summary Report 273 
Deposit Slip Report 224 
Employee Cards 264 
Employee Directory 266 
Employee Labels 265 
forms during entry (hot printing) 203 
General Journal Report 216 
General Ledger Report 212 
Income Statement 209 
Open Payables Report 242 
Open Receivables Report 260 
Payment Analysis Report 239 
Payment Journal Report 237 
Payroll Analysis Report 271 
Payroll Journal Report 269 
Payroll Name & Address Report 262 


Payroll Tax Liability Report 275 
Payroll Tax Tables Report 274 
Personnel Management Report 267 
Pre-checkwriting Report 129 
Purchase Analysis Report 236 
Purchase Journal Report 234 
Quarterly 941 FICA Report 276 
Receipt Analysis Report 256 
Receipt Journal Report 254 
Sales Analysis Report 253 
Sales Journal Report 251 
SuperTrack Reports 293 
Trial Balance 214 
Vendor Analysis Report 232 
Vendor Cards 230 
Vendor Labels 232 
Vendor Name & Address Report 229 
W-2 Forms and Reports 280 
Professional invoice 
entering 150-152 
Purchase Analysis Report 
printing 236 
sample 237 
Purchase Journal Report 
printing 234 
sample 235 
Purchases 
entering 124-126 
setting up preferences 33 


Q 


Qualified Installers 307 
Quarterly 941 FICA Report 
printing 276 
sample 277 
Questions and Answers 335-339 
Quitting OWP 110 


Receipt Analysis Report 
printing 256 
sample 257 

Receipt Journal Report 
printing 254 
sample 256 

Receipts 
entering 138-142 
printing 195-196 


Index 


351 


352 


Receipts (cont.) 
setting up for printing 77 
Receive Credits 130-131 
screen sample 130 
Reconcile Account 174-178 
screen sample 176 


Record Memorized Transactions dialog box sample 


193 
Record Receipts 138-142 
screen sample 139 
Registration, customer 28 
Reports, see Printing 
Restore files 97-101 
Custom 101 
DataSave 100 
DOS 100 
Returned checks 335 


Ss 


Sales 
entering 155-160 
Sales Analysis Report 
printing 253 
sample 254 
Sales Journal Report 
printing 251 
sample 252 
Sales Tax Setup screen sample 79 
Sales tax tables 
setting up 78-79 
Saving a transaction 197 
Screens, using in One-Write Plus 12-14 
Security deposit 
applying to an invoice 142, 160 
entering in Enter Sales 159 
entering in Record Receipts 141-142 
Server installation 329 
Service invoice 
entering 148-150 
Set Date 96 
Set Date pop-up sample 96 
Setting Preferences 30-39 
Setting up 
bank accounts 39-41 
beginning balances 55-67 
control accounts 66-67 
customer and invoice preferences 32 
FICA rates and wage limit 85 
FUTA wage limit 85 


Index 


general preferences 31 
general system information 88-89 
GST preferences 33 
list items 39-54 
payroll preferences 34 
payroll tax tables 80-87 
planning considerations 20 
printable forms 39-77 
1099s 75 
checks 73 
invoices 73 
paychecks 75 
receipts 77 
statements 77 
W-2s 76 
printers 68-70 
SuperTrack Card types 35-39 
SUTA wage limit 85 
system 88-89 
tax tables 29-87 
timing considerations 19 
user names and passwords 330-332 
vendor and purchase preferences 33 
Setting up, see also adding 
Setup changes in version 4.0 312-313 
Setup Accounting Periods screen, sample 24 
Setup Bank Accounts screen, sample 26 
Setup Items dialog box sample 178 
Setup Menu 29 
Setup Password Level dialog box sample 333 
Setup Payroll Tax Tables screen sample 84 
Setup System screen sample 89 
Setup/Company Menu 30 
Setup/Printable Forms Menu 71 
Setup/Printer Menu sample 68 
Setup /System Menu sample 88 
Setup /Tax Tables Menu 78 
Short Year-End 103 
Silver Premier Plan 304 
Social Security tax 
setting up wage limit 85 
Software Requirements for One-Write Plus 3 
Startup problems under Windows 338 
Startup Checklist 299 
State and local taxes, see On-Line Help 
State tax information 
setting up 86-87 
Statements 
printing 195-196 


Statements (cont.) 
setting up for printing 77 
Stop bits, setting up 69 
Substitute Report (4804) 
sample 292 
SuperTrack 
allocating to in Entries 198 
application window 36 
editing an allocation 199 
models 35, see also On-Line Help 
setting up card types 35-39 
setting up to use cards 1, 2, or 331 
using with invoicing 143 
using with payroll 179 
SuperTrack Allocations dialog box sample 198 
SuperTrack application window, sample 36 
SuperTrack Cards 
creating 52-54 
deleting 114 
Edit Titles screen 53 
grouping, see On-Line Help 
maximum number 4 
sample screen 53 
SuperTrack Preferences screen, sample 37 
SuperTrack Reports 
printing 293 
sample 295 
SUTA 
setting up wage basis 34 
setting up wage limit 85 
System 
setting up 88-89 
setting up general information 88-89 
data files, see On-Line Help 
System data file location, setting up 89 
System lockup 339 
System Requirements 3 
System Specifications 3 


T 


Table B-The Federal Tax Table for Married Person 85 


Tax Tables 

payroll tax 80-87 

pop-up sample 82 

sales tax 78-79 

setting up 29-87 
Taxpayer ID number, setting up format 24 
Technical Support 303 

Premier Plan 304 


Temporary 
customers 47 see also On-Line Help 
vendors 45, see also On-Line Help 
Termination string, setting up 70 
Tipped employeessee On-Line Help 
Transactions 
changes in version 4.0 314 
maximum amount 3 
screen sample 13 
Transferring funds 173-174 
Trial Balance 
entering 55-56 
entering previous year's amounts 57 
printing 214 
sample 215 
sample screen 56 
Tutorial 299 
Type of organization 
screen sample 25 
setting up 25 


U 


Undeposited cash account 26 
Updating your General Ledger 197 
Upgrades 
how to order 303 
Upgrading from previous versions 309-322 
User names 
setting up 330-332 
User Names and Passwords screen sample 331 


Vv 


Validate taxable wages, setting up 34 
Vendor Analysis Report 
printing 232 
sample 233 
Vendor bills 
entering open 58-60 
recording 124 
Vendor Cards 
creating 43-45 
deleting 114 
maximum number 4 
printing 230 
sample 231 
sample screen 43 
Vendor labels 
printing 232 


Index 


353 


Vendor preferences, setting up 33 

Vendor Reports 229-243 
Aged Payables Report 240 
Name & Address Report 229 
Open Payables Report 242 
Payment Analysis Report 239 
Payment Journal Report 237 
Purchase Analysis Report 236 
Purchase Journal Report 234 
Vendor Analysis Report 232 
Vendor Cards Report 230 
Vendor Labels 232 

Vendor Transactions 117-135 
editing 131 
voiding 133-135 

Vendors 
balance doesn't match detail 337 
temporary 45, 47 

Verify Taxable Wages on a Checksee On-Line Help 

Version 4.0, what's new 309-316, see also On-Line 

Help 

Voiding 
Bank deposits 172 
checks and credit memos 134 
customer transactions 166-169 
paychecks 183-184 
vendor transactions 133-135 

Voiding, see also Deleting 


W 


W-2 forms 

delaying printing 107 

printing 280 

sample Forms Report 285 

setting up for printing 76 

Special Entries, see On-Line Help 
Windows 

Installation 327 

problems starting One-Write Plus 338 
Write Checks 119-123 

screen sample 116, 119 
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Button Hot Key F Key Task 


Alt-H Display a help message about the task you are performing. 
Alt-F Search for a specified item or transaction. 


Delete or void an inactive card or a saved transaction. 


Account Display a list of your General Ledger accounts. 


Vendor Alt-L Display a pop-up list of your Vendors. 
peere| Alt-L Display a pop-up list of your Customers. 
Alt-L Display a pop-up list of your Employees. 
Display the previous card or transaction on file. 
Display the next card or transaction on file. 
Alt-E Pop up a Set Date screen on which you can change the 
working date to one in any accounting period. 
Alt-P Print the current list, report, check, etc. 
Alt-S Save a completed entry or change to a card. 


Pop up the calculator for quick calculations. 


Cancel the current action and return to the previous menu 
or screen. Clicking on the right mouse button does the same. 


NEBS Software, Inc. 


